VTBEPXKJIEHA

npuxazoM PeneparbHOro
apXHBHOTO areHTCTBA

or 71.04. 04N 44

IpuMepHas HUCTPYKIHS NO NeJONPOH3BOACTBY
B rocyJapcTB¢HHbIX OPraHU3ANHAX

[. Ob6uiue NoIOKeHUS

1.1. IlpumepHad HHCTPYKUHA IO JeNONPOU3BOACTBY B TOCYNapCTBCHHEIX
opraHMsanuax (namee - TTpumepHad MHCTPYKIA) paspaoraHa B COOTBOTCTBHH
¢ [onoxxenriem o (efiepalbHOM apXMBHOM Are¢HTCIBS, YTBEpKICHHEIM YKa30M
ITpesupenta Poccuiickoi denepanyn 0T 22 HIOHA 2016 roxa Ne 293 (Cobpanue
saKoHOAaTeIbCTBA PoccuiicKol denepauny, 2016, Ne 26, cr.4034), a Taxxe
B COOTBETCTBHM C  3aKOHOAATENBCTBOM Poccuiickoif @enepaund B chepe
uHGOPMALIEY, NOKYMEHTAlMy, apXHBHOTO nena, HAMOHATBHHIMH CTaHAapTaMy B
cdepe yrpaBlIeHHs JOKyMEHTaMH.

1.2. TlpuMepHas HHCTPYKIHA paspaboTaHa B HemdX COBEpILICHCTBOBAHMA
[ETONPON3BOACTEA U MOBHILICHAA 3 peKTHBHOCTHA PaGoThl ¢ NOKyMCHTAMH IIyTEM
perjlaMeHTalHy Ha eHHO MPaBOBOH H METOXUUECKON OCHOBE IPABHIL TMOATOTOBKH
JOKYMEHTOB, TeXHOJOrHH paboTsl ¢ HHMH, OpraHusalld uXx TEKyIero XpaHEeHHA
J HOATOTOBKH K TIepefiaue B apXHB OpraHH3anii.

1.3. IpnmepHad HECTPYKLHAA yCTaHARINBACT TpeboBaHs
K JOKYMEHTHPOBAHHIO YIIpaBieHIECKOH JedATeIbHOCTH H OpraHH3aliid paboTHI
¢ IOKYMEHTAMH B JEIONpOM3BONCTES rocyapCcTBEHHBIX opraHusaniil (ganee —
opranu3alus), He3aBuCHMO OT HX opraHH3auH0HHo-npaBoBoﬁ ¢opMel, LeneH
1 BUIOB AEATENBHOCTH.

1.4. Tlonoxernus  IlpumepHofl ~ HHCTPYKIHH pACcIIpOCTPABAIOTC  HA
oprapmsaimio  paboTel € OpraHH3aIAOHHO-PACTIOPS ANTEIbHBIMH JOKyMEHTaMH
HE3aBUCHMO OT BHAa HOCHTCNA, BKIKOUAs OOrOTOBKY, PerucTparuio, Yy4eT
} KOHTPOJIb UCIIONHEHUsi NOKYMEHTOB, opraHusalMio HMX TeKyIIero XpaHeHHs,
OCYILIECTRIAEMBIE C NOMOILBIO yH(OPMALHOHHO-KOMMY HIKAIHOHHBIX TEXHOJOI .

1.5. OcoGeHHOCTH OpraHH3aliu paboTHl € HOKYMEHTaMH, coflep>KalHMH
PH(pOPMALMIO OrPaHMICHHOTO JOCTYHA (KOMMepHecKyro TaHHY, nepcoHalbHEIE
JaHHBIE ¥ MHYIO KOHQHACHUMANBHYIO MHPOPMALIHIO), PeryIHpYIoTCs OTAETIbHBIMH
HOPMATHBHBIMH aKTAMH, YTBEPKIaeMbIMI PYKOBOJHTEIEM OPraHH3aIHH.
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1.6. Opraupzaisi, Bej€HHE W COBEPIICHCTBOBAHHE MACIONPOHMIBOACTBA Ha
OCHOBE eIOUHOH [OJMTHKH W  TPHHIMIOB, [PHMEHCHHEC  COBPOMEHHBIX
HHGOPMANMOHHEIX TexHonoruii B pabote ¢ JOKYMEHTaMH, MCTOAMHCCKOE
PYKOBOACTBO H KOHTPOJIB cobmiogeHns mnopsagka paboTei € HOKYMEHTaMH
B IOApa3feNeHHAX OpPTAaHM3aLyK BO3NAracTCA Ha CIPYKTYPHOC MoApasJeneHne,
OTBEeTCTBEHHOE 33  BE/ICHHE nenorrponsno,ucma' (manee -  Cuyx0a

IeJIONPOU3BOACTBA).
Cnyx6a JeJonpoM3BOACTB2  OPTaHH3ALHMH ICHCTBYEST Ha  OCHOBaHUH

TTONOKEHHA 0 Hell, YTBepKIAEeMOro PyKOBOJUTENEM OPraHU3alHMK ¥ ONPECILIOIIETO
saaun ¥ YHKLHH OApa3feeHns, eT0 IPaBa U OTBETCTBEHHOCTD.

1.7. OTBCTCTBEHHOCT 3a  OpraHusaumio  paGoTel ¢ JMOKyMEHTaMH
B MOApa3NeleHIX  OpraHM3allHM  BO3JIaraeTes  Ha pPyKOBOIMTENEH  STHX
nozpasaenennii. HemocpeIcTBeHHOE BeicHHE ASIONPOU3BOACTEA B NOAPA3ALICHIAX
OpTaHK3alMH OCYLIECTBACTCH JENONPOU3BOAMTENEM MMM  HHBHIM paGOTHUKOM
MoipasfencHus, Ha KOTOPOTO  BO3NOKCHBL 00A3aHHOCTH 10  BEJICHHIO
[EeNONpPOM3BOICTBA (Janee — JeoNpOU3BOAHTEND ropasieNncHus).

1.8. JIOIKHOCTHEIE OOS3aHHOCTH, MpaBa H OTBETCTBCHHOCTB pabOTHHKOB
Cnyx0pl  AeNONPOHU3BOACTBA, IeNONPOU3BOIMTENEH MNONpasiencHud H HHBIX
pabOTHUKOB, OTBETCTBEHHBIX 33 OpraHHs3aruio paborel ¢ JOKYMEHTaMH,
ONpeeNSIOTCS JOTBKHOCTHBIMH HHCTPYKIHAMH.

1.9. Ha nepHoa OTIycka, KOMAHAHPOBKH, OOJIE3HM WK B CiTy4ac yBOJBHCHHA
pabOTHUKH CTPYKTYPHBIX moppasfeNcHHil OpraHH3aluH 00s3aHBl TEpPeNndBaTh BCC
HAXOMALIHECA HA UCTIONHEHUH JOKYMEHTBI JENOTIPOM3BOAHTENIO NIOAPA3/IECHHS HITH
ApyToMy paboTHHKY MO yKa3aHHIO PYKOBOJIUTERA NOAPa3ACICHHA.

IIpn cMeHe IENOTIPOM3BOAUTEN NOAPA3NENECHUA COCTABIACTCA aKT [preMa-
nepeaadn IOKYMEHTOB 1 JIEL.

1.10. Conepxauye CIyXeOHBIX NOKYMEHTOB HE MOANCKHT pa3rylalicHHTO.
BzauMoIelicTBIE CO CpeACTBaMA MaccoBoil HH(popMalluH, epezatia HM Kakoi-n1bo
uHopMalu¥ KAH JOKYMEHTOB H HX KOIHH AOMYyCKaeTcAd TOJNBKO C paspellieHHd
PYKOBOZUTEIS OPTAHH3AUWY HIH HHOTO YIOTHOMOUCHHOTO UM JNOIDKHOCTHOTO JIMIIA.

PaGOTHMKH OPraHM3AIAA HECYT AMCLUIUIMHAPHYIO, AAMHHBHACTPATUBHYIO
d WHYIO, YCTAHOBIEHHYID 3aKOHONATEAbCTBOM Poccuiickoii  Pepepanv,
OTBETCTBEHHOCTE 34 HapyIIeHHe CPOKOB XpaHeHWsi JOKYMEHTOB, yIpary H

' B opranasauusx ¢ HeGoBIIHM 06BEMOM NOKYMeRT0060poTa (yHKin CirysGbl ACNONPOUSBONCTEA MOTYT
BEIIONHATLCA PASOTHUKOM {eJIONPOHIBOIHTENEM, CeKpeTapemM).
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HeCAHKIMOHHPOBAHHOE YHHYTOKCHHE CITYKEOHBIX ,uoxymen'roaz.

1.11. Tlpu ytpate JAOKYMEHTOB JACTONPOU3BOAHTEIND nofpaseIeHus
uHpOPMUPYET ~ PYKOBOAMTENS  CTPYKTYpHOrO — TOApa3ieneHnd  H Cnyx0y
[eIONPON3BOACTBA OPIaHK3aIHH, MIOCIE Yero OPraHu3yeTes Po3BICK AOKYMOHTOB.

Ecii po3bick KOKYMEHTOB He JIaeT pesyibTaTa COCTaBIACTed akT, B KOTOPOM
YKa3HBAlOTCA [@HHBIC YTPAdeHHOro NOKYMEHTa, 2 TaKKe o0CcTOATENECTBA, TIPH
KOTOpBIX TPOW3OIILIA YTPATa, MOCHE 9ero MpeAipHHIMAIOTCS MEpBE 1O 3aMEINCHMIO
[AHHOTO JOKYMEHTa 3aBepeHHOH KOIMHeH NOKYMEHTA,

1.12. Ha ocHoge ITpuMepHOA HHCTPYKUHM B OPTAHH3ALNH paspabaTriBaeTca
VHIWBHIYATbHAs  HMHCTPYKUMs 1O AEJIOTPOH3BOACTBY, yTBEpKAAEMAsA
PYKOBOIHUTEIEM OPTaHU3AIHH.

1.13. B uensx opramu3audd paGoTel ¢ NOKYMEHTaMH B dunnanax
opraHu3aliK ¥ 0G0COOHEHHBIX CTPYKTYPHEIX IIONpPAasALIICHAAX MOTYT OBITH BBEASHHI
MHCTPYKIMH 10 OpraHp3alud  paboTel ¢ JOKYMEHTaMH, NOTONHAIOIHE
MHEAMBUAYANBHYIO MHCTPYKIHIO 10 JENONPOM3BOACTBY ~OPTraHM3aUMH, HO HE
TIpOTHBOpEYAIHHE €if.

1.14. TIpaBuna paGoThl € AOKYMCHTAMH B  CHCTEME JIEKTPOHHOTO
ZOKYMeHT000OpOoTa OpraHusauud (manee — CHJN) m wuHbBIX HMHPOPMALHOHHBIX
CHCTEMAX, B KOTOPHIX OCYIUECTBISETCS CO3IaHHC (BKIIIOYCHHE) M XpaHeHHe
JOKYMEHTOB, HE NOIKHEI BXOJUTE B NMPOTHBOpEHWE ¢ MOJNOMCHHAMH TTpumepHoii
HHCTPYKUHH.

1. JJoKyMEeHTHPOBaHHE YNPaBICHIECKOU eI TeNLHOCTH

2.1. B COOTBETCTBHM ¢ 3aKOHOJATENECTBOM POCCHICKOH Pepeparyn,
JOKANLHBIMH HOPMATHBHBIMH aKTaMHM B OpraHM3aliy H3JaroTC: OpraHU3alHOHHO-
PacTiopAAUTENBHEIS AOKYMEHTHI.

2.2. OpraHu3alHOHHO-PACIOPAANTENBHBIC JIOKYMEHTBI, ¢03/1aBacMbIe
B NeATENHHOCTH OpPTaHW3AHHH, JOKHH  OBITH obopMAeHBl 1O IIpaBHIaM,
YCTAHOBJAEHHBIM  HHIHBHAYalbHOH NHCTPYKUHME 10  JEJIONPOU3BOACTBY
opraHu3aliy.

BHOCHTE Kakue-muo MWCTpaBieHHs MIH J00aBIeHAs B TNOANMCABHBIC
(yTBEpKECHHBIS) IOKYMEHTHI HE JONYCKaeTCs.

2 Craveu 192, 193 Tpynosoro koaekca Pocoubickoli desiepatind; MyHKTHI 2: 15.11 craren 13.25 Konekca
Poccuiickolt Denepamuu 06 agAMHMHHCTPATHBHBIX NPaBOHAPYIMCHUAX, cTathd 7 DepepalbHOTO 3aKOHA OT
6 gexabps 2011 r. Ne 402-03 «O GyxrantepckoM yHueTo» (CobpanHe 3aKOHOJATENLCTBA Poccriickoi
depepaunn, 2011, Ne 50, cr. 7344; 2013, Ne 26, cr. 3207; 2013, Ne 27, cT. 3477; 2013, Ne 30 (Yacts 1),
cr. 4084; 2013, Ne 44, er. 5631; 2013, Ne 51, c1. 6677, 2013, Ne 52 (Yacte I), c1. 6990; 2014, Ne 45,
or. 6154; 2016, Ne 22, c1. 3097; 2017, Ne 30, 7. 4440; 2018, Ne 1 (Macts I), c1. 65).
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2.3. Ocobennoct odopMieHHA TOKYMCHTOB, CO3JaBaéMBIX B CTPYKTYPHBIX
nozipasfe/ieHusX OPraHH3alMi H OTPAXAMOWMX CICUMGHKY HX JAeATCIbHOCTH,
aTAlOKEe TpABWIA OpraHW3alul paboThl C JAaHHBIMA OOKYMEHTaMHM MOTYT
YCTAHEBIMBATLCA OTASIEHBIMH IOKANEHEIMU HODMATHBHEIMHA aKTaM¥i OpraHH3allyH.

2.4, Co3gapMe JOKYMEHTOB B OpraHMs3auiu, ucnonssywomed COJ], B uensx
OBBILICHHS 3¢ peKTHBHOCTH HCIIONB30BAHES C31, OCYIIECTBIISETCH
¢ HCIIONB30BAHHEM IA0NOROB GIAHKOB NOKYMEHTOB H INa0/I0HOB AOKYMEHTOB.

OnexTpoHHBlE MAGNOHEI GNAHKOB ROKYMEHTOB NOJDKHEI OBITE HMICHTHYHEI
GaHKaM NOKYMEHTOB Ha OYMa)kKHOM HOCHTEIE.

2.5. Jlna co3maHMA MOKYMEHTOB, OTPaXAoWHX CHeIMQUKY AEATENBHOCTH
CTPYKTYPHBIX HOApPa3feIeHHI OpraHu3alue, U YIPABICHUs JaHHBIMH JOKYMEHTAMH
MOTYT HCHOJE30BaThCA JpyTHE HH(OPMAINOHHBIE CHCTEMBI.

2.6. JIokyMeHTsl OpraHuzanuy ohopMIsSIoTCd Ha OJNaHKax MM CTaH[apTHBIX
nucTax Oymarn hopmata A4,

2.7. JIns N3roroBlieHHs JOKYMEHTOB B OPraHH3alMH HCIIOMB3YIOTCA:

ONaHK IMpHUKa3a;

OnaHK paciiopsyKEHHST;

ONIaHK OHCHMa JIIS BEACHHS MEPEeMUCKH ¢ OpraHU3alliAMH H Tpa<AaHaMH,
HaXOXAIMIHMuCS Ha TeppruTopuu Poccuiickoit ®enepanvm;

6NAHK MHCHMA C PEKBH3UTAMH HA PYCCKOM H OJJHOM M3 UHOCTPaHHBIX A3BIKOB
1715 BEICHHA IEPEIHCKH ¢ 3apyOesKHEIMH KOPPECTIOHIeHTaMU.

ITo pemiennro PYKOBOAMTEN B OPraHU3alHM MOIYT HMCNOJB30BATHCA NpPYTHC
6nanKkH; 6MaHK NHChbMa PYKOBOAHTENA OPraHM3alliH WIH HHOTO YIIOMHOMOUEHHOTO
MM JTHIa, GIIaHK MpOTOKoJIa, OaHK MHChMa CTPYKTYPHOTO NOApa3AeIeHHs.

Mna  odopMiends pe3OMOLHI HAa ROKYMCHTE B OPTaHH3AlMH  MOTyT
HCTIONB30BATECS ONTAHKH PE3ONIOIIHIA.

2.8. Tlpy M3gaHUM AOKYMEHTOB HA CTaHJAPTHBIX JHCTaX OyMarn Ha HHX
BOCIIPOU3BOMATCA PEKBH3NTHI, HEOOXOAMMEIE JUIS NOKYMEHTOB KOHKDETHOrO BHIA
HITH Pa3HOBHAHOCTH.

2.9. Ha 6Gnankax AOKYMEHTOB BOCIPOM3BOJHMTCS TOBAPHBIA 3HAK W/HIH
(sMbneMa) opraHizanmH (TIPH MX HAJIHIUH).

2.10. TpoexTupoBaHHe OnanKoB JOKYMEHTOB OCYILIECTBISETCS
B cootBereTeud ¢ TOCT P 7.0.97-2016 «CucTema cTanmapToB N0 HHGbOpMAIHH,
OUOIUOTEYHOMY W H3ZaTelscKoMy Jeny. OpraHu3alMoOHHO-PacHOpAAHTEIbHAL
noxymenTarus. TpeGoBanus x 0HopMIIEHHIO ,IIOKyMCHTOB>>3 .

} Pazmen 6 «Bnamxu gokymentoBy ['OCT P 7.0.97-2016 «Crucrema cTaHRapToB WO HHOPMALEH,
6UGTHOTEUHOMY H H3JATENLCKOMY f1e11y. OpranH3alHOHHO-PACTIOPANHTE/BHAL JOKYMCHTALA. TpeGoparns
K opopmIeHHIo ROKYMeHTOB» ¢ Hamenennem Ne 1. — M.: Cranaapruadopm, 2018.
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2.11. BnaHKH JOKYMEHTOB OpraHM3ali{ H3OTABIHBAIOTCS THIOrPa(CKUM
crocoGoM, CpeICTRAME OTIepaTUBHOM MOMHrpaduH WA KOMIBIOTEPHOH TEXHUKH.

2.12. JIOKyMEHTHI H3TOTaBIMBAIOTCH HAa GyMaKHOM HOCHTCIE H B dopme
3eKTPOHHBIX JOKYMEHTOB C COOMIOASHHEM YCTAHOBJAEHHBIX NpaBuil odopmnenns
TOKYMEHTOB.

2.13. JIOKyMeHTH OpraHH3auuy, ohopMiIeHHble Kak Ha OnaHke, Tak H Oes
HEro, JOMKHEI UMETh NOJIA HE MeHee:!

20 mat — neBoe;

10 mm — npaBoe;

20 MM — BEpXHEE,

20 mm — HUXKHEE,

2.14, JlokyMeHTHI, H3JJaBaeMEle COBMECTHO OOHOW WM HECKOJBKHMH
OpraHH3aLMAMH, oopMiIOTCS  Ha  CTAHHAPTHEIX  JIMCTax Gymaru
C BOCTIPOHM3BE/ICHHEM PEKBH3HTOB BCEX OpTaHH3alMH, YJACTBYIOIWMX B H3JaHAH
NOKyMEHTA.

2.15. Tlpn MOArOTOBKe NOKYMEHTOB JOIYCKACTCsS HCHONB30BAHME TALIEROH
u 060poTHOl CTOpOHH JHcTa. [Ipn ABYCTOpOHHEM CO3HAHHH JOKYMEHTOB [IHPHHA
JIEBOTO MO HA JIAIEBOJl CTOpOHE NKCTa M NPAaBOro IOJMA Ha 0OOPOTHOH CTOPOHE
JIHCTA JNOJKHB! OBITH PABHBEL.

2.16. Ilpy co3jaHHu AOKYMEHTa Ha [ByX ¥ Oonee CTpaHHUax BTOPYIO
¥ 0OCTCAYIOIHE CTPAaHHIB Hymepyilor. Homepa CTpaHMIl MNPOCTABAAIOTCA 1O
Cepe/lMHE BEpXHETo NojiA XOKYMEeHTa HA pacCTOSHHH 10 MM OT BEpPXHEro Kpas JINCTA.

2.17. Jins M3roTOBNEHUA AOKYMCHTOB HCIONB3YeTCA TapHUTYpa mwpudTa 1Mo
BEIGOpY OpraHM3alyH, BXOMINad B CTAHAAPTHBIH HAKET oducHOro nporpaMMHoro
obecegeH s, UCTIONB3yeMoro opranusaunet. Pasmep mpngra — Ne 12-14 .

ITpu cocTaBlieHUH TAONMMI AOITyCKAaeTCA HCMONB30OBAHKE urpupToB MEHBLIHX
pasmepos — Ne 10, 11 mo.

2.18. A63anmbiit OTCTYN B TKCTe JOKyMeHTa — 1,25 .

3aroJIOBKY Pa3eNioB H OAPA3NEIIOB MeUatTaloTes ¢ a63alHEIM OTCTYTIOM WM
LEHTPUPYIOTCA T10 IIHPHHE TeKCTa.

2.19. Texcr HOKyMeHTa medartacTcs depes 1-1,5 MeXCTPOYHBIX HHTEpBANA.
TexcT AOKYMEHTA BEIPABHUBACTCS 110 ITHPHHE JHCTA.

MuorocTpouHble PEeKBH3MTBI [1€4aTaloTCs 9epe3  ONHH MEXKCTPOUHEIHA
MHTEPBA), COCTABHBIC YACTH DPEKBHUSHTOB MOTYT PasfENATBCS AOTIOJHHTENLHLM

MHTEPBaJIOM.
Eciv fOKYMEHT TOTOBHTCA AN H3JAHHSI C YMEHBIIEHHEM Macioraba, TEKCT

* Pasmep wpudTa (Kers) UaMepseTcd B MHKTAX (Ppoint); OAWH NYHKT paseH 1/72 moiiva, win 0,376 mm
(coxpameHue: «pt»).



TieyaTaeTcs yepes ABa HHTepBasa.
Hutepran Mexay 6yksaMu B CII0OBaX — o6praHbli. MHTepBan MeXIy CHOBaMH —

ofuH mpober.

CTpoKH peKBH3HTOB BBIPABHHUBAKOTCA IO NeBOH I'paHHUOE 30HBL PaclloNOoNSHH
DEKBH3HTA HIH LEHTPYIOTCSA OTHOCHTENEHO CaMOH JUIHHHOR CTPOKH.

Iiuaa caMoil AMHHHON CTPOKM DEKBU3WTA IpH YIrIOBOM PACIOIIOKCHEH
peKBU3UTOB He boriee 7,5 em.

JviHa caMoif ITHHHOH CTPOKH PEKBH3MTA IpPU MPOJOIBHOM PACHOJOKEHHY
peKBu3UTOB He Gonee 12 cm.

2.20. HomyckaeTcd BBIRENATH NONYXHPHEIM LIPU(PTOM PEKBUIUTEE «aIPEcaTy,
«3aTOJIOBOK K TEKCTY» WM KIOAIMCHY, & TAKKS OTACIEHbIC dbparMeHTh! TEKCTA.

2.21. TIpy DOAroTOBKE MHOTOCTPaHHMYHBIX ~ AOKYMCHTOB odopMIIgeTCa
THTYJIBHEIHN JIHCT.

2.22. CocTaB PEKBH3MTOB, HCIIONB3YyEeMBIX IS odopMiteHUA JOKYMCHTOB,
onpeneNnieTcs BHUAOM (pasHOBUHOCTEIO)  OPTaHM3ALHOHHO-PACTIOPAANTENLHOTO
JIOKYMEHTA.

2.23, TIpy NOArOTOBKE AOKYMEHTOB OPrapu3aiiiil HCHONB3YKOTCA PEKBH3HUTEL,
ycranosienHse 'OCT P 7.0.97 -2016°:

a) 9MGreMa (B COOTBETCTBHH C MYHKTOM 2.9 TpuMepHOM HHCTPYKLUH);

6) ToBapHBIH 3HaK (3HaK obcnyxuBanus) (B COOTBSTCTBMM C TYHKTOM
2.9 [IpumepHO HHCTPYKLIEH);

B) Kox GbopMbl JOKYMEHTa,

r) HaMMEHOBaHHE OpTaHH3aLIHH,

I) HaHMEHOBAHHE CTPYKTYPHOTO NOAPasACICHUS,

e) HAaNMEHOBAHHE NOJDKHOCTH JIHLA;

*K) CTpaBOYHble TAHHbIC 00 OPraHU3alHH;

3) ~HaHMEHOBaHUe BUJa XOKYMEHTa,

H) ZJara JOKYMeHTa;

K) perdCTpallHOHHBEIM HOMEp JIOKyMEHTa,

n)  CCHUIKA HA PETHCTPALOHHBIH HOMEP M [Ty MOCTYITHBIICTO JOKYMEHTa;

M) MECTO COCTaBJICHHA (H3aHusA) IOKYMEHTS,

H) rpu( OTpaHHIEHHS NOCTYNa K JOKYMEHTY;

0) ajpecar,

m) rpud yTBEPKACHUA AOKYMCHTA;

p) 3arojiOBOK K TEKCTY;

¢) TEeKCT JOKYMEHTa;

> TOCT P 7.0.97-2016 «CHcTemMa CTAHAAPTOB IO undopMaan, GHETHOTEUHOMY H WINATENLCKOMY ACKY.
OpratizaliHOBHO-PACTIOPSANTENbHAS  OKYMEHTALM. Tpebosanns Kk OGOPMICHHID  IOKYMEHTORY,
¢ Wsmencrmenm Ne 1. — M.: Cranpaprundopm, 2018.



T) OTMETKA O NPHIOKCHHN;

y) rpud cornacoBaHus AOKyMEHTA;

¢) Bu3a,;

X) IOJMHCH,

) OTMETKa 00 3IEeXTPOHHOH MOIHCH;

) TeYaTh;

) OTMETKa 00 UCIOMHHUTEIIE,;

I[) OTMETKA O 3aBEPCHHH KOIHH;

BI} OTMETKa O MOCTYIUIEHKK AOKYMEHTa;

3)  pe3OoNoLMs,;

I0) OTMETKA O KOHTPOJIE;

1) OTMETKA O HATIPABJICHHWM AOKYMEHTa B JIENO.

2.24. bnank npukasa (pacHopsDKeHMA) OpPraHM3aLKU JIOKEH BKIIOYATH
PEKBH3HTEHIL:

aM671eMy (B COOTBETCTBHHE ¢ MYHKTOM 2.9 TIpuMepHO MECTPYKIMHA);

ToBapHblif 3HaK (3HAK OOCTy)KMBaHHA) (B COOTBETCTBHM C MYHKTOM
2.9 TTpuMepHO# MHCTPYKLIHK);

HAHMEHOBAaHNE OpraHH3allHH,

HauMEHOBaHUe BHA JOKYyMEHTa,

MeCTO COCTABJIEHHA WIH U3JaHNA IOKYMEHTA,

OTMETKH ATISL pasMelieHnud  PeKBU3HTOB «mara  JOKYMECHTa»,
«pEeTHCTPALIHOHHBII HOMEP HOKYMEHTAY.

2.25. BnaHK mAchMa OpPraHu3aliH AOTKEH BKIIOYATE CIETYIOIIHE PEKBU3HTEI.

aMGeMy (B COOTBETCTBHH ¢ yHKToM 2.9 [IpaMepHOH MHCTPYKLINK),

ToBapHBH 3HaKk (3HaK oOcmyxuBaHMA) (B COOTBETCTBMM ¢ TYHKTOM
2.9 TIpuMepHO HHCTPYKLIHH),

HAaHMEHOBaHHe OpTaHM3allMH,

CTIPABOYHBIE JAHHBIE 00 OpraHN3anyy;

OTMETKM  [18  TNPOCTAaBNieHMs  PEKBU3UTOB  «Jara  NOKYMEHT»,
(PETHCTPALMOHHBIR HOMEp JMOKyMEHTa», «CCBUIKa Ha perrcTPalOHHBIA  HOMED
H JaTy MOCTYNHBIIETO JOKYMEHTAY.

B 65aHK MUCHMA AO/DKHOCTHOTO JHIA JOMOIHATENBHO BIIIIOYACTC PEKBAIHT
«HAAMEHOBAHHE JOJDKHOCTH JHIa», a4 B ONaHK IHCkMA CTPYKTYPHOIO
opas/ieNeHus (COBEIATEIbHOT0, METOMHUECKOrO, SKCIICPTHOTO HItH HHOFO OpraHa)
OpraHU3allMH — HAYMEHOBAHHE CTPYKTYPHOIO NOAPas/C/eHHA.

2,26, BayTpeHHHe TOKYMEHTBI OpraHH3aluH, odopmisemMble He Ha OnaHke,
HOJDKHBL CORESPKATE COOTBETCTBYIOIIME BALY NOKYMEHTA PEKBU3HTEL

2.27. DMbaema OpraHU3aluy, paspaboTaHHas H YTBEPXACHHAT B IIOPALKS,
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YCTAHOBICHHOM 3aKOHOHATENbCTBOM Poccuiickoit Defgpalliu, pasMelnaercd Ha
6raHKax JOKYMEHTOB B COOTBETCTBHH ¢ MyHKTOM 2.9 [IpuMepHOH HHCTPYKIUYU H HA
OCHOBAHUM HOPMATHBHBIX aKTOB OpTraHH3aIMH,

Hso6pakenie SM6IEMBI TIOMEILAETCA Ha BEPXHEM Tojie fnakka AOKYMEHTa Ha
paccTosHud 10 MM OT BepXHero Kpas JIACTa, 3aXBAThiBad 4acTh paboyeil 30HBI
IOKYMEHTA, IIEHTPOBAHHO HAJl PEKBU3UTAMHU OPraHH3aLKH.

2.28, ToBapHbElii 3Hak (3HaKk OGCIyXMBaHHUA), 3apETHCTPUPOBaHHBIH
B yCTAHOBIGHHOM  3aKOHOZaTenbcTBOM  Poccmiickoif ~ Pedepanmm  MOPAIKS,
BOCIPOM3BOJAUTCA Ha ONaHKaX OpraHH3alMH B COOTBETCTBHM C  IYHKTOM
2.9 INprMepHOi HHCTPYKIIMA H Ha OCHOBAHHM HOPMATHBHEIX aKTOB OpraHH3aHuu.

Usofpaxenye ToBapHOro 3Haxa (3Haka OOCTyXHMBaHMA) TOMEIIAETCI Ha
BepXHeM Iofie JOKYMeHTa Ha paccTosHHH 10 mm OT BEpXHEro Kpasd IHCTa,
3axXBaThIBas YacTh paboueil 30HBI NOKyMEHTa, HAl PEKBU3UTAMH OpPraHH3alHy HId
cJeBa Ha ypOBHE HauMeHOBaHHA OPraHM3alliH, 3aXBaThiBas 9acTh JICBOTO MOJIA.

2.29. Kox hOpME JOKyMEHTa TIPOCTABIIeTCH Ha yHHQUIIMDOBaHHEIX dpopMax
IOKYMEHTOB B  cooTBerctBHH ¢  OOLEepOCCHICKHM KJIacCU(pHKATOPOM
yIpaBleHIEeCKOH AOKYMCHTaIHH (OKVJI) HIH NOKAJBHBIM KIACCH(HKATOPOM,
pACTIONAracTes B IPaBOM BEPXHEM YITTy pabouero Mot JOKyMeHTa, COCTOUT U3 CIoB
«Dopma 110 (HauMeHOBaHKe KIaccH(HKaTopa)» H LIHPOBOTO KOJa.

2.30. HauMeHOBaHNEe OpraHH3audd Ha OnaHke JIOKyMeHTa  JIOIDKHO
COOTBETCTBOBATH HAHMMEHORAHUIO IOPHAMIECKOTO JHLA B ycTape opraHusauui. Ha
67aHKaX JOKYMEHTOB yKasbiBaeTci MONHOE OQHUHANBHOC HAHMEHOBAHHE
IOpHAAYECKOro JHMIA C yKa3aHHeM €ro OpTaHM3allMOHHO-TIPaBoBOH (OpMEL, Hal
HaHMEHOBAHHEM  OPraHd3allMd  YKa3bBAeTcs  HAMMCHOBAHHC BBILICCTOAIICH
opraHuzaluy (P €e HANMMYMM), NOA HAUMEHOBAHWEM OpraHM3allid B CKoOKax
yKa3blBaeTCA COKPAIUEHHOS HAAMEHOBAHHE OPraHH3alliy, €CII OHO MPETyCMOTPEHO
YCTABOM.

2.31. HauMeHoBaHHEe CTPYKTYPHOTO mojpasfeleHus (B TOM uucne Quuana,
OTHe/MeHUS, MPeCTABUTENBCTEA, KOJNIETHANBHOTO, COBEIIATENBHOrO MK HHOTO
Oprafa) ykassiBaeTcs B 671aHKaX nuceM H GJlaHKaX KOHKPETHBIX BUIIOB OOKYMEHTOB,
M3AABAEMBIX COOTBETCTBYIOIAMM TIOJIPA3/IENEHMSIMHA B COOTBETCTBHH € JIOKANLHEIMH
HOPMaTHBHEIMH aKTaMi opranmsauuy. Hajp HanMeroBaHHeM —CTPYKTYpHOIO
nonpasfieNieHns yKasblBaeTcAd HAaUMEHOBaHHME OpraHusallid, HbHM dunuanom,
OTHENEHHEM, NPEACTABUTENBCTBOM, KOJIETHAILHEIM HIH COBSILATENEHBIM OPraHoM
JaHHOE TIOAPA3ACNCHAS ABIACTCH.

232, HauMeHoBaHAE NOJKHOCTH JHLA HCIONb3yeTcs B ORaHKax IHCEM
NOMKHOCTHAIX JIKI[ M PacroiaracTcs Mo HAHMEHOBAHASM OpTaHH3ALHH.
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2.33. CripaBouHbIC JaHHEE 06 OpraHu3allHH YKasHBalOTCA B GlaHKax MuceM
M BKITIOYAIOT: TIOYTOBBIM aJpec OpTaHH3aLUH (JONMOJHHTENEHO MOXKET YKasHIBATECA
afipec MECTa HAXOXKJCHHS IOPHANIESCKOro NHIA, ecNy OH HE COBMNAZAacT ¢ MOYTOBEIM
ampecoM); Homep Tenedona, dakca, agpec SEKTPOHHOH MOYTHL, CETEBOH anpec,
a TaKxe KoJi opraHusanmuu mo OGmiepoccuiickoMy KraccHuKaTopy NpeAnpHATHH
u opraauzaumii (OKIIO), OCHOBHOW TIOCYZApPCTBEHHBIH DPErHCTPALMOHHBIH HOMED
opranuzanyy (OI'PH) H uASHTHOHKALUHOHHBIA HOMEp HAaNOTOINIATENBIINKA !/ xon
IIpHYMHE IOCTaHOBKY Ha Hanoroshli yaer (MHH/KIILI).

2.34. HaumeHOBaHHEe BHAA JOKYMEHTA YKa3bIBAeTCAd HAa BCEX NOKYMEHTAX, 32
HCKJIIOYESHUEM JENOBBIX (CNMykeOHBIX) mAceM, pacnojaraeTca noX HaHMEHOBAHHEM
OpraHH3alud (CTPYKTYPHOTO TOIPa3HENeH S, JOMKHOCTH).

2.35. llata )JOKyMeHTa JOJDKHa COOTBETCTBOBaTh JaTeé  ITOATHCAHHA
(yTBepXIeHUs) JOKyMeHTa WM (B HpOTOKONax) Jare coOBITHA, 3a()HKCHPOBAHHOIO
B JOKYMEHTE.

JlaTa JOKYMEHTA 3alHCHIBAeTCA B MOCHENOBATENBHOCTH: ICHD MECALIA, MECHL,
PO OJHAM H3 ABYX CNOCOOOB:

apaGcxumu uudpamu, pasaeneHHbIMH To4Ko#: 05.06.2018;

coBecHO-IH(pPOBHIM criocobom: 5 nions 2018 r.

Ha noxymeHTax, opopMisieMsIx Ha OnaHke, AaTa AOKYMCHTA MpPOCTaBIALTCA
MOJI PEKBH3NTAMY HAMMEHOBAHME BUJA NOKyMeHTa» (B GlaHKaX KOHKPETHEIX BHIOB
JOKYMEHTOB) M «CIPABOYHbIE JaHHbIe 06 Opranusaluu» (B GnaHKax MHCEM).

Jlatoli JOKYMEHTa, H3JAaHHOTO COBMECTHO JBYMs WIH once OpraHH3alHiMu
(1OMKHOCTHEIME JIHIaMM), SABJeTCA JaTa MOJNMCAHMA JROKyMCHTa nocle AHeH
CTOPOHOH.

2.36. PerucTpantOHHBI HOMep JOKymeHTa — Iudposoi mnm GykseHHo-
uudposolt uaeHTHdUKATOP NOKYMEHTa, COCTOALMH H3 TOPAILKOBOIO HOMEpA
JIOKYMEHTa, KOTOPBIH, MO YCMOTPEHHMIO OPraHH3alMH, MOXKET MOTOMHATHECS
mupoBeiMd  Mmd  OYKBEeHHBIMH  KOZAGMH (aHaeKcaMH) B COOTBETCTBHH
¢ HCTIONB3yEMBIMH KITaCCU(UKATOPaMH.

Ha JOKyMeHTe, COCTABJEHHOM COBMECTHO ABYMA H Gonee OpranH3allAMH,
IPOCTABJIMOTCS PerMCTPAIMOHHEIE HOMepa JIOKYMEHTa, NPHCBOCHHBIC KaKaoh Hu3
opraHM3anuil. PerucTpanHoOHEBle HOMepa MPOCTABIAIOTCA B MOPAIKS YKasaHHA
HapMeHOBaHWil OpraHH3alMit B 3arofoBOYHON YacTH (ipeamOyne) JOKYMEHTa
1 OTISIINEOTCA APYT OT APyra KOCOH 4epToil.

2.37. CchlIKa Ha perdcTpalHOHHBIH HOMEP U JaTy MOCTYTIHBIIETO JOKYMCHTA,
cocTosINAsl M3 PETHCTPALMOHHOrO HOMEpa M AaThl BXOJAIICTO AOKyMEHTa, Ha
KOTOPHIN J1aeTcs OTBET, MPOCTABIASTCA B BAJIE OTMETKH «Ha Ne ... or ...» B B1aHKe
THCHEMA.
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B TekcT HHCEMAa-OTBETA CBeJeHHs O PErHCTPAlHOHHOM HOMepe M [aTte
TIOCTYMHBILETO TACHMA HE BKIIOUAIOTCS.

738. MecTo cOCTaBieHHA (U3faHMs) IOKYMEHTa YKA3bIBACTCA BO BCEX
AOKYMEHTAX, KpoMe ASNOBbIX (cry:xeGHBIX) MUCeM, BHYTPCHHHX pHpOpMAIHOHHO-
CTIPaBOYHbLIX JOKYMEHTOB, @ TAKKe B CIIydae, €CIH MECTO HAXOXICHHA OpraHu3ally
BXOAUT B e¢ HAWMEHOBAHHE, HANpPHMCP: MoCKOBCKUHl TOPOJACKOH YHHBCPCHTCT
yTipaBIIeHHsL.

MecTo coCTaBneHud (W3naHmd) JOKyMEHTa YyKasbiBaeTcs B COOTBETCTBHH
C IPHHATHIM aJIMHHUCTPATHBHO-TEPPUTOPHANBHBIM  NENCHHEM, HaTIpUMep:
c. BnarosertieAckoe BeJLCKOTO p-Ha ApxaHrenscxo# o6

2.39. I'pud orpaHHueHHA AOCTYN2 K JOKYMEHTY NpOCTaBAACTCA B TNPABOM
BepXHeM YIIIy IepBOro MHCTa IOKyMCHTA (mpoeKTa JOKYMEHTa, CONPOBORAHTENBHOr0
THCHMA K JOKYMEHTY) OT TPaHHMLBl BEpXHEro MOjd IpH HAIA4Y¥H¥ B JOKYMEHTE
uadopMalUi,  JOCTYm K KOTOpOH  OrpaHMYMBaeTcs B  COOTBETCTBHA
¢ 3axoHoJaTescTBOM Poccuiickoil denepaluy.

Buapt HCNOJE3YEMEBIX B OpraHU3aIiH rpr0B OrpaHHYEHNS TOCTYTA JOJDKHDI
COOTBETCTBOBATh 3aKOHOAATENBHBIM ¥ MHBM HOPMATHBHBIM IpPABOBHIM aKTaM
Poccuiickoii Penepaninid H HOJXKHEI GEITH 3aKpETUICHBl B JIOKANIBHEBIX HOpMAaTHBHBIX
axTax. [pud) OrpaHMMeHEs AOCTYNa K ZOKYMEHTY (momeTtka «JlIA CIIyXKeGHOro
nonpsopanmsy’, rpud «Kommepyeckas Taiipay’) MOXeT ROTONHATHCH HOMEPOM
JK3eMIIApa  JOKyMeHTa M JPYTHMH cBelleHUAMH B COOTBETCTBHM
¢ 3akoHOIaTeNnbeTBoM Poccuiickoi DenepalyH.

B noKkyMeHTax OpraHu3alliH, COZSpiKallBX cBelieHHd, COCTaBJAIOIINE
KOMMEpUECKyI0 TaiiHy, B COOTBETCTBAM C denepanbHeIM 3aKOHOM OT 29 wrong
5004 . Ne 98-D3 «O KoMMepHECKOil TaifHE» Hapsy C rprd)oM YKa3bIBAFOTCA TIOTIHOE
ohUImansHOE HaHMEHOBAHHS IOpMIMYECKOro NI, MecTe €ro HAXOXKIEHHS.

Hanpumep:
Kommepueckas TaifHa

OBY «HauMeHOBaHHE OPTaHA3ANIID)
MecTo HAXO0XKAEHUA

¢ Myuxr 1.4 [lonokeHus © MOpAAKE ofpamenns co cnyKeGHOA uHGOPMALIHCH  OTPaHAMEHHOTO
pacnpocTpaHeHus B QelepanbHbIX - OpraHax JCTIONHUTENbHON  BNACTH, YNOJNHOMOYCHHOM —Oprane
YNpaBneHHd HCMOMB30BAHUEM ATOMHOM 9JHEPrHH ¥ YNOMHOMOYCHHOM Oprase 1o KOCMH4ECKOH
NESTENHHOCTH, YTBEPHKASHHOrO IOCTAHOBICHHCM TIpasutenberea Pocctickoit denepanui 0T 3 HOAGPA
1994 r. Ne 1233 (Cobpanue 3aKOHOAATENLCTBA Pocentickoii enepauun, 2005, Ne 30, cr. 3165; 2012, Ne 31,
o1. 4368; 2016, Ne 9, c1. 1263; 2016, Ne 13, c1. 1833).

7 Ygere 4 crarhi 6 (enepanbHOre 3aKoha OT 29 wona 2004 r. Ne 98-03 «O KoMMepUeckoll TafHe»
(CofpaHue 3aKOHOMATENBCTEA Poccuiicxoii Denepauun, 2004, Ne 32, 1. 3283; 2006, Ne 6, c1. 636; N 52,
¢1. 5497; 2007, Ne 31, e7. 4011, 2011, Ne 29, ct. 4291; 2014, Ne 11, c. 1100).
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2.40. AjjpecaT — pEeKBH3MT, HCIIONB3YEMHBI NpH opopMneHHH [ENOBLIX
(Cy’KeOHBIX) MECeM, BHYTPEHHUX UH(GOPMAIHOHHO-CTIPABOHbIX OKYMEHTOB.

AzpecaToM  JIOKyMeHTa Moxer OmTb  OpraHusauds, CIPYKTYPHOC
nofpasziceHHe OPTAHA3ALHY, JOIKHOCTHOE I (U3HIECKOE JIHLO.

PexBH3UT «ampecaT» OQopMusercs Ha GnaHKe ¢ YIVIOBEIM PAacliONOKCHHCM
PEKBU3UTOB — B BepXHed NpaBofl 4acTH JOKYMEHT4, HA 0Jlanke ¢ NPOAOIBHBIM
PACIIONOKEHAEM PEKBHIUTOB — CHPaBa NOJ| PEKBH3ATAMH 6nanka. CTpoKH peKBH3HTA
«afpecaT» BHIPABHHBAIOTCA IO JIEBOMY KPAiO MITH IEHTPYIOTCS OTHOCUTEIBHO camoit
ATMHHOH CTPOKH.

I[Ipu ampecoBaHmH JOKYMGHTA PYKOBOJHTENMO (3aMECTHUTEINIO PYKOBOMIHTENS)
OpraHM3alM yKa3blBaloTCA B MNATCNBHOM Tajieke HAMMEHOBAHHE JO/DKHOCTH
pykoBofHTENs  (3AMECTATENS PYKOBOIOMTENA), BKIIOYAlONIee HAMMEHOBAHHE
OpraHu3alAY, GaMAIMIO, MHALIAANE] JOJPKHOCTHOTO JIMIA. Hanpumep:

I'enepanbHOMY IUPEKTOPY
OBY «HanMeHosaHne

OpTaHU3ALUH»
Dammansa H.O.

[Ipn afpecoBaHMd MYCHMA B OPraHM3alMIO YKA3BIBACTCA €e NONHOe HIH
COKpAILIEHHOe HAMMEeHOBaHAE B MMEHUTENbHOM TaJIexKe.

TIpu aApecOBAHVH JOKYMEHTa B CTPYKTYPHOS NOMIPA3/ICNCHHE OPraHU3aLii
B DEKBH3HTE «AApecars YKashlBAIOTCA B HMEHWTENBHOM MNafieke HaHMEHOBAHE
OpraHu3allFH, HIDKe — HAMMEHOBAHHE CIPYKTYPHOTO IIO/Pa3ieiICHAA. Hamnpumep:

OBY «HaumeHOBaHHE
OpraHA3aHK»
OuHAaHCOBOE YIPaBICHHE

I[Ipy agpecoBaHMM MHCEMA DYKOBOIHTENIO CTPYKTYPHOTO NOXPasfieieHHd
yKa3sIBAIOTCA B HMEHHTENBHOM Majexe HAHMEHOBAHWE OpraHM3allMH, HIDKe —
B [ATE/PHOM TMafieke HAMMEHOBAHHE JOJKHOCTH DYKOBOAWTENd, BIIOHAIOMES
HaHMEHOBaHKe CTPYKTYPHOTo MoJpas/encHus, GaMyuuio, THHIHANEL. Hampumep:

®BY «HauMeHOBaENe
OpraHH3alyny
PykoBoguTE/IO JOrOBOPHO-
NpaBoBOTO OTAENA
®amunus 1.0.
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Ilepen dammmaedl  HAOMKHOCTHOTO  JIHIR JomyckaeTcd  ymOTpeGusts
coKpallleHHe «r-Hy» (TOCHOAMHY), ecild afpecaT MyX4HH3, AWIH «T-XKe» (POCTIONKE),
ec/IM afpecar KeHIIuHa, HalpuMep:

r-ay ®amunus 1.0,
r-xe Gamunia N.O.

[Ipu pacchliKe NOKYMEHTa rIpynme OpraHu3alEii OHHOTO THOA KM
B CTPYKTYpHBIe TNOJpPA3/ienenns OJHOM OpraHMsalliy, —alpecat YKA3bIBAETCSA
o606menso. Hampumep:
PykopoauTesnaM Qpuinanos
OBY «HauMeHOBaHHE
OpTaHU3alHID

PyKOBOAKTEISIM yIPaBIeHHIT
u ornenoB OBY «HanveHoBaHHE
OpTaHU3allH»

Mpy paccEUIKe HOKyMEHT2 HE BCGM OpraHU3alfiM MM CTPYKTYPHBIM
MOApasfeNenisaM IO PeKBU3ATOM «AnpecaTy B cKOOKax ykasbBaeTrcs: «(1o
crrcky ». HampuMep:

PyxoBOZHTENAM YIpaBIeHHHA
u oraenos ®BY «HanmeHoBaHHE
OpraHU3aLm)
(no cIucKy)

CIHCOK PACCHLUIKH COCTABNIAETCA HCTIOJHUTEICM.

Ec/H NMICHhMO HATIPABJIAETCS B OPraHM3AUMIO UM JOMIKHOCTHOMY JHITY H 114
CBEeHHA elie PANy OpraHH3all¥il WiH JOJDKHOCTHBIX JIHL, oblee KOMHUESCTBO
afpecaToB He JODKHO OBITH Gonee deTHpeX, NpU STOM OCHOBHOH ajpecar
YKA3KIBaeTCad IMepBEIM, CHOBO «Komms» TmepeX BTOPHIM, TPETBMM, HETBCPTHIM
ampecaTaMH He Me4aTaeTcs.

B cocTap pekBH3UTa «AnpecaTy MOXKET BXOINTD HOYTOBHIH afipec. DIE€MERTH
[OYTOBOTO afpeca yKasblBaloTCs B  NOCISAOBATEILHOCTH, YCTAHOB/IEHHOM
MpaBunaMu oKazaHuA YCIyT TOYTOBOM CBAIN

§ hymxr 22 Ilpaeun OKasaHHd YCIyT TOYTOBON CBA3H, YTBEPKASHHEIX MpUKasoM MuHuCTepCTEa CBASH
H MacCcOBBIX KOMMyHHKauuii Poccufickoll denepaumy oT 31 wona 2014 r. Ne234 (3aperucTpHpoBaH
p MumucrepeTse 10CTHIMN PoccHACKOH denepaunn 26 ackabpa 2014 r., perdcTpatmouHeii No 35442),
¢ M3MCHEHPAMY], BHECEHHBIME NpHKazoM MHUHHCTEPCTBa CBASH W MaccoBHIX koMMyHEKammii Poccuiickol
®epepauny o1 13 despana 2018 T. Ne 61 «O BHeceHWH M3MCHEHHi B OpuKas MuHHCTepCTBA CBS3H
W MACCOBBIX KoMMyHHMKamp# Poccmfickoii degepaimu OT 31 wons 2014 r. Ne 234 «06 yTeepKACHHU
TlpaBwyl OKa3aHHi YCmyr TOYTOBOM cmm» (3aperncTpupoBaH B MUHHCTEPCTEE FOCTHLMH Poccnifcxoki
Menepaumn 28 Mapra 2018 1, perncTpaunoHHbi Ne 50545).
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a) AN IOPUIHYECKOro JIHL@A — MOMHOE WK COKPALLICHHOS HaHMEeHOBauue (npH
HaMuuHK), [T FpaXKAaHWHA — Gamuius, HMA, OTIeCTBO (mocieHee NPH HATVYHK);

6) GaHKOBCKHe PeKBM3HTBl (M TNOYTOBEIX ICPEBONOB, HaIpapsteMEIX
OPHAHYIECKOMY JHILY BIH IPHHUMAEMEIX OT FOPUAHIECKOTo NHLA);

B) Ha3BaHHe YNHI(Bl, HOMEP IOMa, HOMEp KBapTHPBI,

r) Ha3BaHAE HACEIICHHOTO MYHKTa;

1) Ha3BaHHE paHoHa;

e) HasBaHue pecnyOiuKH, Kpad, oGIIacTH, ARTOHOMHOTO OKpyTa (00nacTh);

3K) HA3BaHUe CTPaHb! (JUI MEXTYHAPONHBIX MOYTOBBIX OTTpaBlieHukH ),

3) OYTOBBIA MHAEKC.

TTouroBHil afpec He YKassIBaeTcs B JIOKyMEHTaX, HalPaBiACMBIX B BhICIINE
OpraHbl BIAcTH, BBHILECTOANIHE OpraHH3aluy, NoZABEIOMCTBSHHBIC OpTaHH3alUH
7 IOCTOSHHBIM  KOPPECTIOENEHTaM (33 MCKIIOYeHHeM HampaBNeHud  IHCeM
YKa3aHHBIM 3JpecaTaM B KOHBEPTax ¢ MPO3paitHbIMU OKHAMH).

IIpy OTIpaBKe MUCHMA TI0 JNEKTPOHHOH NOYTe HIIH dakcummnbHolt caazm (63
JOCEUIKH TI0 TIOYTE) MOYTOBBIH aapec He YKa3bIBaeTCH. ITpu HeoGXOUMOCTH MOXET
GLITH YKa3aH 31eKTPOHHEIH apec (HOMEp Tenepona/paxca). Hanpuamep:

dBY «HanmeHoBaHue
OpTraHu3aLEa?

DNEeKTPOHHBIN anpec

2.41. Tpud yrBepKIeHMA JOKYMEHTa NPOCTaBIACTCHA HA JOKYMEHTaX
BNPABOM BEpXHeM YAy TepBOTO IHCT3  JIOKYMCHTA. CTpokd PpEKBU3HTA
BBLIPABHHBAIOTCA [10 JIEBOMY KpAalo HIH LIEHTPYIOTCH OTHOCHTEJEHO Camol JFHHHOH
CTPOKH.

[Tpu yTBEPXACHHK AOKYMEHTA cOGCTBeHHOPYUHOH IOJMMCHIO ROIDKHOCTHOTO
aHLa rpud yTBepXkAEHHS COCTOMT H3 CIOBa «YTBEPXKJAKO», HanMeHOBaHHA
OMGKHOCTY JIMIIA, YTBEPXKAAEOLIEro NOKYMEHT, ero MOATHCH, HAHALMANOB, GaMUIHH
¥ JATHl yTBepkaeHuda. Hanpumep:

VTBEPXKJIAIO

Tupexrop PBY «HamMenoBanve
OpraHu3alm»

Hoonuce N.0. Gamunus
HMara

TIpu yTBepXKACHUM JOKYMEHTa PACTIOPAAUTENEHEIM ~ JOKYMEHTOM rpud
YTBEPKACHUA  COCTOMT M3  CIOBA «YTBEPXKIEH» («YTBEPXKJEHA»,
«YTBEPXJEHbI» nau «YTBEPXIEHO»), COrlacoBaHHOTO ¢ HAaHMCHOBAHHEM
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BHIA YTBEPXK/AEMOTO AOKYMEHTa, Ha3BAHHS BHAA PACTIOPANHTEIIBHOTO AOKYMEHTa
B TBOPUTENBHOM TAfIeXe, ero NaTkl, Homepa. Hanpumep:

(PernaMest) VTBEPXK/JEH
npukaszoM PbY «HauMmenosanpe
OPraHH3ALHY
o1 5 okTabpsa 2017 r. Ne 82

(TIpaBuna) YTBEPXJIEHDI]
npuxasoMm ObY «HanMenosaHue

OpraHH3aLUN»
ot 5 oxTsa6pa 2017 r. Ne 83

[Tpr yTBepKAEHHH NOKYMEHTA KOMUICTHANBHEIM, COBEMIATENBHBIM Ml UHBIM
OPraHOM, PelleHHsS KOTOPOTO (QHKCHPYIOTCS B NPOTOKOJC, B rpude YTBepIKIeHHA
yKa3bIBacTCA, HAHMEHOBAHWE OpraHa, JaTa M HOMEp IPOTOKOTA (B cxobKax).
Hanpumep:

(TTonoxeHue) VTBEPXKIEHO
Hay4HO-TEXHHYCCKHM COBETOM

PBY «AunoBaIU»
(mpoTokon o 12.09.2017 Ne 12)

9 472. 3arooBOK K TEKCTY — KpaTKoe CoJlepKaHue MNOKyMCHTA. Ecmn
3ar0JIOBOK K TEKCTy OTBEHaeT Ha BONPOC «O HeM?», OH HauMHAETCA C IpCiUiora «O»
(«O6»). Ecnyt 3arojloBOK K TEKCTY OTBEHAcT Ha BOTPOC «x1ero?», OH COCTABIAET ORHO
11e7T0e ¢ Ha3RaHWEM BHA ToKyMeHTa. Hanmpumep:

npukas {0 4€M7) 0 CO3JaHHK aTTECTAlMOHHOH KOMUCCHU

rchMo (0 18M?) 0 TIpefocTaBNeHHH HHOpMAIIHHY

akT (yero?) mpueMa-nepeady Aen

npoToxox (4ero?) 3acepaHus SKCISPTHON KOMUCCHH

3arooBOK X TeKCTy O¢opMILIeTcd Mo PeKBM3WTAMH GnaHka ciesa, OT
IPAHULII JIEBOTO MOJIA.

2.43. TekcT HOKYMEHTa COCTAaBJAeTCS Ha  TOCYHapCTBEHHOM A3BIKE
Poccuiickoii ®efepaluil WM TOCYIApDCTBEHHOM A3BIKC (a3mikax) pecrmyOnauK
BooctaBe Poccuiickoii ®efepaliui B COOTBEICTBHH C 3aKOHOAATEBCTBOM
pecny6muK B cocTabe POCCHACKOH Megiepallin -

% 3axon Poccuiickoll ©eaepanuu oT 23 okTabpa 1991 r. Ne 1807-1 «O s3mIKax Hapomos PoccHACKON

®enepaiy (BeaoMocTH Cbe3na HApOJHSIX NEMyTaTOR H Bepxoenoro Coseta Poccuiickolt Penepamin
or 12 mexatps 1991 ., Ne 50, c1. 1740; Cobpanne 2aKoHONATENLCTRA Poccuifcxoit ®enepaunau, 1998, Ne 31,
cr. 3804; 2002, Ne 50, ct. 4926; 2013, Ne 27, o1. 3477, 2014, Ne 11, eT. 1094).
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TeKcT HOKYMEHTA HOIDKeH OBITh COCTABICH IPaMOTHO, SCHO, IOHITHO H IO
BO3MOMKHOCTH KpaTko. TekcT JOKyMeHTa JOIKeH COACPXAaTh JOCTOBEPHYIO
J aXTyalbHy!lo HHQOPMALMIO, AOCTATOYHYH /A [PUHATHA pellieRHH WIH KX
MCIIOJIHEHAA, HE JOJUKECH AOMYCKATh PAasiHIHbIX TOIKOBaHHH.

B TeKcTe IOKYMEHTA, OATOTOBJIEHHOM Ha OCHOBAHIH 3aKOHOMATCIILHEIX HITH
WHEIX HOPMATMBHBIX MpAaBOBLIX AaKTOB, paHee M3/IAHHEIX pacmopARATEIbHBIX
JIOKYMEHTOB, YKa3bIBAIOTCS MX PeKBH3HTEL

HaMMeHOBaHNe NOKYMeHTa, HaMMEHOBAaHHC OpraHa BJIacTH (opranu3alym),
uanapiiero(eif) JOKYMEHT, JiaTa JIOKyMCHTa, perucTpaLMOHHBIA HOMEp NOKYMEHTa,
3arojIOBOK K TEKCTY;

HAMMCHOBAHHE OPTAHW3ALMM HIM JOMDKHOCTHOrO JHIA, YTBEPAUBIIETO
ZIOKYMEHT, JIaTa YTBEPXASHHA OKYMEHTA.

TekcT HOKYMEHTa MOXeET COLEpXaTh pasiensl, MOApasieil, NYHKTBHI,
TIOAMYHKTH, HyMepyeMble apabcKHMu uudpamn. YpopHeil pyGpuKalidH TEKCTa HE
T0KHO GBITE GOnEe YETHIPEX.

TexcT HOKYyMEHTa M3NaracTCs.

B MPHKA33X, H3NAHHEIX IHHOIHYHO, — OT [IEPBOr0 JTULA eMHCTBEHHOTO YHCJIA
(... Ip U Ka3FlBa»);

B TPHKa3aX, M3NAHHBIX COBMECTHO ABYMS HIH Gonee opraHu3alMaMu, — OT
MepBOTO JIMIA MHOXECTBSHHOTO 9HCIA («...MIpUKAa3BIBaeM),

8 TPOTOKOJNAX 3aceflaHmit — OT TPETBerc JMua MHOXECTBEHHOIO UHCHa
(«CIYILIAJIAY, «BBICTYIIAJII, «TTOCTAHOBWIU» nau «PEHTAJINY);

B JeJOBBIX MHCHMaX, 0QOPMIEBHEIX Ha GlaHKaX Opranusalih, — oT TIePBOTO
ML MHOXECTBEHHOTO HHCia (IPOCHM, HATIPABILICM, MpeavaracM) Wik OT TPETBETO
JHLA eIMHCTBEHHOTO YHCHa («IPEANpHATHS HE BO3PAKACT...», CHHCTHTYT CYHATAET
BO3MOXHSBIM. .. »);

B IeAOBEIX MACEMAX, OQOpMIIEHHBIX Ha JOJDKHOCTHBIX 61aHKax, — OT [IEpBOTO
JTHLA eNHHCTBEHHOTO UKCTa ((IPOly. .. », «IPEIarato. . N

B IOKIANHEIX H CIHyXeOHBIX 3amuckax, 3asBICHHAX — OT MEPBOTO nUna
eMMHCTBEHHOTO YHCNA («TPOMIY.. . », «CUUTAIO HEOOXOIUMBIM. ..»);

B INOKYMEHTaX, YCTAHABIHBAOLIAX dbyHKOMH (00s3aHHOCTH), TIPaRa
Ul OTBETCTBEHHOCTh  CIPYKTYPHEIX  HOJApasIeneHni, paboTHUKOB  (TIOMOXKEHHE,
HHCTPYKIIHS), a TAKOKE COACPKAIMX OMACAHHC CHTYyalWii, aHaNu3 (HaKToB ¥ BHBOMBI
(axT, cmpaBka), HCHONB3YeTCH dopMa H3NOKEHMA TeKcTa OT TPETRETO JIHMA
¢ THHCTBCHHOTO WM MHOXKECTBEHHOIO 1HCIa («oTmen OCYIIECTBIACT byHKOMH. ..»,
«KOMHCCHSA TIPOBENa IPOBEPKY...»).

[Tpy MOZrOTOBKE TEKCTA JOKYMEHTA CHEIyeT cobmoIaTh TIPaBUIa HaNMCaHHA
ohHIMATEHEK HAUMEHOBAHHH, TNCTHTENBHBIX I efHUL H3MEePEHH.
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B Tekcrax JOKYMEHTOB YIOTPeONAOTCA OOINENPHHEATEIC ab6peBuaTypLI
H rpaduuecKue coOKpanieHus.

IIpy ykasaHuy B TeKcTe (PaMUITAHM JIKLA HHHITHAJIB] CTABATCA NIOCIE daMIITHH,

B aen0BEIX (CITyKeOHBIX) THCHMAaX HCIIONB3YHOTC:

BCTYIHTENBbHOS 0OpallieHye!

VeaxaeMblii roconoaus ITpencenatens!
YBakaeMbIH rocnoaui MuHHCTp!
VBaxaeMsiii rocroaue Hpanos!
VeaxaeMas rocroxa [lerposa!
Vpaxaemsiii Uean [TetpoBud!
VeaxaeMasi Auna HukonaepHa!
VBaxaeMmble rocrnoa!

3aKMOYATENbHAA STHKeTHad ¢pasza: «C yBaKEeHHEM, ...».

HauMeHoBaHHe NOMKHOCTH B OOGpAllleHHH MMIETCS C TPONUCHOH GYKBBHI,
B oGpallleHuH 10 GaMILTHY HHHIHATBE JTHLA He YKA3EBAIOTCA.

244, OMeTka © TIPAIOXKEHWH COASPKHT CBelleHHs O  AOKYMEHTE
(MOKyMeHTax), WpHIaraéeMoM K  CONPOBOAHTCILHOMY  [THCBMY, UHOMY
AHQOPMALHOHHO-CLIPABOYHOMY JAOKYMEHTY, MIH O TOM, HYT0 JOKyMEHT ABNAETCA
NpHIOKEHHEM K OCHOBHOMY AOKYMEHTY (HODMATHBHOMY, PacROPAIUTCIBHOMY 120431
HHOMY ).

B cONpOBOIMTENBHBIX NHCBMAaX H APYTHX MHGOPMAHOHHO-CIIPABOTHBIX
JOKYMEHTAaX OTMETKA O MPHIOKEHAH OPOPMIIAETCA IO TEKCTOM OT IPAHHIIB JIEBOTO
OJIA CHeAYIoIHM 00pa3oM:

eCJH TIPUAOKeHNE Ha3BaHO B TEKCTE!

Ipunoxenue: Ha2 1. B13K3.

€CITH OIPWIOXKEHHE HE HA3B4AHO B TEKCTC HITH €CNTH HpPIHO)KEHHﬁ HEeCKOJIBEKO:

[Ipanoxerue: 1. Ilomoxenne 00 YIpasneHHH perHOHAILHOTO KpeIUTOBaHUA
Ha 5 1. B 1 3K3.
2. CnpaBKa 0 KaZ[poBOM COCT2Be YIIPaBNCHUs PErHOHATBHOTO
KpeAUTOBAaHNA Ha 2 1. B 1 3K3.

eCITH MpHIOXKeHUe (PHIOXKEHNs ) cBpoumopoBaHo(Bl):

Ipunoxkenne: B 2 JK3.

TTpunomenue: otder o HYP B 2 3K,

ecii  JOKYMEHT, ABUUOIHICA MPUIOKEHHEeM, HMEeT — TPHIONCHHA
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¢ CAMOCTOSTENLHOM HyMepalueH cTpaHuIL;

[IpanokeHue: JOTOBOP BO3ME3MHOTO  OKa3aHHA yoryr ot 05.09.2017
Ne 32-17/72 1 npuIosxKeH¥s K HEMY, BCero Ha 7 JL.

eCIH MECHMO HAIPABIASTCA HECKOJBKAM a[pecaTaM, a IOKyMEeHT-IPHII0KCHHE
TONBEKO TIEPBOMY aJpecary:

[TpunoxkeHue: Ha 3 JI. B 1 5K3. TONBKO B 1IepPBBIA aZpec.

CAH TPUIOXKEHWeM HBIAITCS [OKYMEHTBI, 3anHCAHHBIC HA QUIMIECKH
060co0NeH B JTEKTPOHHEIH HOCHTENb:

IIpunoxenne: DVD-R B 1 2x3.

ITpu sTOM HA BKIAABINIE (koHBepTe), B KOTOPHIN IOMEIIACTCA HOCHTCNID,
YKa3blBAIOTCA HGMMEHOBAHHA JIOKYMCHTOB, 3aNMCAHHBIX Ha HOCHTeNIb, HMEHA
aiinos, o0sem B HaidTax.

B pacniopsfUTENbHBIX JOKyMCHTaX (MpuKa3ax, PacTOPKEHHsX), AOrOBOPax,
NONOKEHHSX, [paBuNaX, WHCIPYKUHAX H APYrHX —JIOKyMEHTAX OTMETKA
0 IPHWIOXKEHHH OPOPMIISIETCS CIEAYIOMM obpasoM:

B TEKCTe NOKYMeHTa IIpHM MepBoM YHOMHHAHHH HOKYMEeHTa-JIPANIOKEHHS
B CKOOKaxX YKa3bIBaeTCA: ...(mpanoXerue) WiH ... (IPHIOKEHAS 1), (npunoxeHue
Ne 1);

HA [EPBOM JHCTE JOKYMEHTA-IIPHIOKEHHd B IpaBoM BepXHEM YTy
YKa3BIBACTCH:

[Tpunosxenne Ne 2

K npukasy PbY «HanMeHoBatne

OpTaH3aLHR
ot 15.08.2017 Ne 112

Eciiu IIPUITOXEHHEM K pacTIOpANHTE/BHOMY JOKYMEHTY ABISAETCS JIOKAIBHbIA
HOPMATHMBHBIH KT  HIH WHON  HOKYMEHT,  YTBepXfaeMblli  JAHHBIM
pacIOPAIMTENBHEIM JIOKYMEHTOM, Ha NEPBOM JIHCTC TIPHAOKEHUS POCTABIAETCA
oTMETKa O npunokeHuH (0e3 CCHUIKM Ha paciiopaanTeNbHbIH IOKyMEHT) U Ipud
YTBEPKACHMA, B KOTOPOM YKa3bIBAIOTCA JIAHHBIC pacIOpATHTENBHOTO NOKYMEHT3,
KOTOPHIM YTBEPX/AEH AOKYMEHT-NPHIOKCHNE. Hampumep:



18

[Tpnnoxenue Ne 1

VTBEPXJIEHO
npukazoM PbY «HanMeHoBanue

OpraHH3aLHED)
or 18.09.2017 Ne 67

2.45. I'pud cornacoBaHus IPOCTABAAETCS Ha HOKYMEHTe B Ciy4ac €ro
BHEUIHEr0  COrnacoBaHud  (COTylacoBaHME €  OpraHaMH  BIACTH, HHBIMH
OpraHA3alHsIMH, JODKHOCTHEIMH JIMIIAMH).

['pud cornacopanus B 3aBUCHMOCTH OT BHAA HOKYMEHTa M OCOGeHHOCTelH ero
oopMISHHS MOYKET POCTABIATECS:

HA [EPBOM JINCTE JIOKyMeHTa {eci AOKYMEHT MMEET TUTYIBHbIH IHCT, — HA
TUTYNHLHOM JIMCTE) B JIEBOM BEPXHEM YFIy Ha YpoBHe Tpua yTBep)KACHHA HIH TOJ,
HaHMEHOBaHHEM JOKYMEHTa GIiKe K HIKHEMY T0III0);

HA TIOCJIEAHEM THCTE TOKYMEHTA IO TEKCTOM;

Ha JIUCTE COrJIacOBaHU, IBJIAIOMIEMCS HeOTEEMIIEMOH JACTRIO JJOKYMEHTA.

Ipud cormacosanust coctoMT n3 cnosa «COIJTACOBAHO», ROMKHOCTH
U, ¢ KOTOPHIM COTYIAcOBaH JOKYMEHT (BKIIOUas HAUMEHOBAaHME OPraHM3allif),
ero coOCTBEHHOPYYHOM WOATHCH, HHHLIHAIOB, (paMHIMH, AAThl COINIACOBAHMA.
HanpuMep:

COI'JIACOBAHO
[eHepalbHBIA AUPEKTOP
OBY «Haumenosalue

OpraHU3aLHID
IToonuce H.O. ©amunus
Jara

Ecliu corflacoBaHHe OCYLIECTBIAETCS KOJIIETHANBHBIM, COBEIATENbHEIM HIIH
VHBIM OpPraHOM, B TIpu{e COIMMAcOBaHMA YKAIHIBAIOTCA CBeJIeHHMS o6 oprawe,
COTJIACOBABILIEM HOKYMEHT, AaTe H HOMEpe IPOTOKOAA, B KOTOPOM 3adHKCHpOBAHO
pelieHWe ©O COMIACOBAaHMH. EcIM COrNacoBaHHE OCYIISCTBIAETCA IHCBMOM,
YKa3BIBAIOTCA BHJ [OKyMEHTa, HAHMCHOBaHHWE OpraHH3alldH, COTNacoBaBIIeH
IOKYMEHT, JaTa ¥ HoMep Iuchma. Hanpumep:

COI'JTACOBAHO
Hay9HO-TeXHHYECKHM COBETOM

®bY «HanMeHOBaHHE OPTaHH3ALHA
(TmpoTOKON OT Ne )
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COTr'’TACOBAHO

mucsMoM OBY «HavMeHOBaHHE
OpraHu3auu»

oT Ne

2.46. BayTpenHee coIJlacoBaHHe IOKyMCHTA opopMnsieTcs Bu3zoH. Busza
BbIpaKaeT MHEHHE JTHIA, BUSUPYIOLIEro NpOoeKT JOKYMEHTA, ¥ BKIFOY2ET: JOMKHOCTD
JHUQ, BU3HPYIOLIEro AOKYMEHT, MOAIMCE, pacimdpoBKy MOANHMCH (MHHIMATIEL
aMuiIHIO) M AaTy BU3HPOBAHHA. HanpumMep:

PyKOBOIUTEh FOPUIMIECKOTO OTACHA
oonuce HU.0. Gamunus
Hata

[lpy HANW4UA 3aMedaHHii K JOKYMCHTY BU3Y oGOpMIIIOT  CIISAYIONUIHM
o0Opa3oM:
JaMeyaHus IPHIAraloTCA,

PyKoBORHTEND IOPHAHIECKOrO OTACA
IToonuce W.O. GaMunua

Jata

B IOKYMEHTaX, NMONNMHEMKH KOTOPBIX XpaHsTci B OpraHu3alldi, BH3BI
IPOCTABAMIOT HA TIOCISJHEM JHCTC NOKyMCHTA [ox NOAMHCHEI, Ha obopore
OCIEeNHEro JHCTA TOAIMHHAKA JOKYMEHTa HIH HAa JECTe  COTNAcoBaHUA
(BM3MPOBaHKA), NPHIATAEMOM K JOKYMEHTY.

B  HcxOLSIMMX JOKyMeHTaX BH3BL NpOCTABILAIOTCA  HA 3K3eMILIApax
JIOKyMEHTOB, TIOMELA¢MBIX B 11€JI0.

T10 YCMOTpEHHIO OPraHM3alH MOXET NPUMEHATECA NONHCTHOS BH3HPOBAHHE
NOKYMEHTA U €70 IPUIIOKEHHH.

CornacoBasne HpOEKTOB AOKYMEHTOB (BHEILIHEE, BHYTpEHHEE)
OCYILIECTBIICTCA B COOTBETCTBHH C MyHKTaMH 4.1 — 4.11 IlpuMepHOl HHCTPYKIMH.

2.47. Tloamice BKIIOUAET! HAaMMCHOBAHHE JOTBKHOCTH TALA,
NOJNKCHBAOINET0  HOKYMEHT, €ro cOBCTBEHHOPYYHYIO  [OAMUCE, HHHLHAIK,
¢amummo. Hanpumep:

TeHepanbHE IUPEKTOP IToonuce H.0. Oamunmus

Ecid HokyMeHT odopMileH He Ha fnaHke, B HA@EMEHOBaHWE XOKHOCTH
RKJIIOYAESTCA HAMMEHOBAHHE OPTaHH3aLHN. Hanpumep:
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T'enepanbHblii JUPEKTOP
dBY «HaumeHoBaHWE

OpraHH3aLIHI»» IToonuce 1.0. ®ampnug
Tpy odopMiIeHHH AOKYMEHTA Ha OiaHKe MOJDKHOCTHOrO JHIA AOIDKHOCTH
3TOTO JIMLA B TMOATUCH HE YKa3bIBACTCA.
Iloonuce 1.0. QamunuA

Hpﬁ noAnHMcanii  AOKyMEHTa HeCKOIBKMMH  IOJDKHOCTHBIMH JUIaMu,
3aHUMAIOILUMH Pa3HOC OONOXKECHAE, HX TIOANHCH pacnoiaraloTca ogHa noja ,upyron
B DOCNenoBarcIbHOCTH, COOTBGTGTBYIOH.[QH CTaTycy JOIKHOCTH. Hanpm.aep

[enepanLHBIi JUPEKTOP Hoonuce N.O. Oamuivis

[napHsIf Oyxrairep IToonuce HN.0. Gamunud
TTpd NOMKCAHAH IOKYMEHT2 HECKONBKHMH JHIAMH PaBHBIX DOIKROCTEH MX
MOAMKMCH PacloNaratoTcs Ha OlHOM yposie. Hanpnmep:

3aMeCTUTENb AUPEKTOPA 3aMecTHTeNb AUPEKTOPA
110 (pMHAHCOBEIM BOMPOCAM 110 AAMHHHCTPATHBHBIM BOTIPOCAM
Hoonuce .0, ®amuiaus HToonuce H.0O. ®amvunia

B goxkyMeHTaX, IOATOTOBAEHHBIX KOMHCCHEH, B IOATIHCH YKa3BIBaeTCA CTATyC

JMIAa B cocTaBe KoMuccHH. HanmpaMmep:

HU.0. Oamuns

ITpeacenarenb KOMACCHH Hoonucs
YnmeHbl KOMUCCHH IHoonuce H.0O. aMunna
Hoonuce .0, ©aMunug

[lph NOANHCAHHH JOKYMEHTa JHIOM, ACHOJHAIOIMAM  OOS3aHHOCTH

pYKOBOMMTEILSA, TIOAMHCE oopMIIseTCs C yKa3aHHeM CTaTyca NOJKHOCTHOrO JIHIA B
COOTBETCTBAM ¢ MPHKa30M (PacTOPSLKEHHEM). Hanpumep:

W.o0. AnpekTopa Hoonuce .0. Gamunng

HIH!



Hcnoansroimii 00s138HHOCTH
IHAPEKTOPA Hoonuce N.0. Qamunua

[Tpu moAmHcaHuyl HOKYMEHTa JHIOM, HMeOIMM IPaBo MOMNHCH B CIIy4ac
BpEMEHHOTO OTCYTCTBUSA PYKOBOAHTEIH, HCIpaBeHus B HAWMEHOBAHHE JOKHOCTH
¥ pacimudpoBKy GaMHUIHA NOArOTOBICHHOTO H COTTTACOBAHHOIO TPOeKTa JOKyMEHTa
BHOCATCA OT pPYKH HJIH € MCHONB30BAHHEM cooTBeTCTBYIOIMX InTammos. He
IOITycKaeTcs CTaBUTh KOCYIo HepTy, Haumuch «3a» Teped HAUMEHOBAHHEM
NO/UKHOCTH JIML@ B MOAIHCH, €CIH HOKYyMEHT NOAMACEIBAET HHOE AOJKHOCTHOE
JMLIO.

5 48. OTMeTKa 06 BJICKTPOHHOH TMOXMHCH HCOONB3YeTCA [UIA BH3yanHu3anuy
3MEKTPOHHON NOANKCH NOTyHaTelieM JOKYMEeHTa TpH oOMeHe 3JNMCKTPOHHEIMH
JAOKYMEHTaMH, TOAMHUCAHHBIMH YCHISHHOH KBaNAHIEPOBAHHON 3NEeKTPORHOH
MOATHCHIO.

B cOOTBETCTBHH C 3aKOHOAATENBCTBOM Poccuiickoit t'-I)eJ:(epa:u;ml'0 oTMeTKa 00
3MEKTPOHHON HOATHCH  (HOPMHUPYETCs W BA3yaIK3APYeTcs  MPOrpaMMHBIMU
cpeacrBamu. OTMETKA 06 HNMEeKTPOHHOH MOMNKCH BKIIOHMACT ¢pazy «JloxkyMeHT
[OJMHCAH 3MEKTPOHHOM IONMHCHIO», HOMEP cepTuduKara KIoIa 3IEKTPOHHOM
nommucy, GaMuUIHMIO, HMdA, OT4ECTBO BIAJICIBUA ceprudukara, CpoK ACHCTBHA
cepTH(}HKaTA KI0Ya snexTponHoil moxnucy. HarmpumMep:

JOKYMEHT NOANMCAH
TTipeKTop SNEKTPOHHON MIO/LINCHHO H.0O. ®aMuians
Cepradukary 1a11122a000000000011
Brapeney SamuAHA HA CTvecTso
Deitcranraned ¢ 01, 12,2012 no 01.12.2017

[Mommucanye (yTBEpXCHHE) NOKYyMEHTA OCYLIECTBILIETCA B COOTBETCTBUH
¢ mynkroM 2.47 TIpuMepHON HHCTPYKUHH.

9.49. Tlewats 3aBepsAeT IOMIMHHOCTE IMOAHHCH NOIDKHOCTHOTO JIMNA Ha
JOKYMEHTaX, YAOCTOBEPAIOMKX MpaBa JHL, (HUKCHPYIOIHX (aKTHl, CEA3AHHBIC
¢ GUHAHCOBBIMH CPEAICTBAMH, & TAKKC Ha MHAIX IOKYMEHTaX, Mpe/lyCMaTpHBarOIIX
saBepeHne MOAMHCH TeYaThio B COOTBETCTBHH ¢ 3a3KOHOJATENLCTBOM Poccmiickoit
deaepariug.

JloxyMEHTB! 3aBEpAIOT METATHIO oprapmsaum. [ledath MPOCTABIACTCH, HE
3aXBaTEIBag COOCTBEHHOPYHHOH MOAMACH JHIA, MoAMUcasero JXOKYMEHT, HIIH
5 MecTe, 06ospauerHoM «MIDy («Mecto fIeuaTu»).

¥ NMpukaz MunMCTEpCTEA CBASH H MACCOBETX KOMMYHHKALHA Poccutickoii Penepauit H denepanbHoi
cryOBl OXpaHb Poccuiickoii Degepaund o1 27 Mad 2015 T. No 186/258 «O6 yrpepxaenun TpeGoraHui
K OPTaHH3AIMMOHHO-TEXHHYECKOMY B3AHMOEHCTEING FOCY/JapCTBEHHBIX OpraHos H FoCYAapCTBEHHBIX
opramizalii  NOCPEICTBOM ofMeHa AOKYMGHTAMM B  IEKTPOHHOM  BUIO» (3aperHcTpHpoBad
B MunucTepeTRe FoCTHLEA Poccuiicxol Penepalin 22 centsbps 2015 1, permcTpaLuonHbIA Ne 38956).
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2.50, OTrMerka 00 HCIIONHATENES BKIIOYACT daMrIHIO, UM U OTHECTBO (opu
HAIMYAK) HCTIONHUTSNA, HOMED €ro tenedona. OrMerka 00 MCHONHHTENE MOXET
NOMONHATCA ~ HAHMEHOBaHHEM  JOJDKHOCTH, CTPYKTYpHOTO  IOJPAsAENeHU
¥ 2NMEKTPOHHEIM AZIPECOM HCTIONHATEN. OrMeTKa 06 ncnoaHATene oQopMIIeTca Ha
JIMIIEROM CTOPOHE TIOCIEAHETO JUCTA IOKYMEHTA OT IPaHHLEl JIeBOTO TIOJIA HIH, IpH
OTCYTCTBHH MECTa, — Ha 06OpOTHOM CTOpPOHE JIMCTa BHU3Y CICBA. Hanpumep:

Vinpsn Wnesa Wnpny, O1aen yuopapineHus NepcoHaloM, BEAYIIHI CIIELEATKCT
+7(495) 924-45-67, Ilyin_Iv@techno.ou

OrMerka 06 HCTONHUTENE MOXeT OHOPMAATHCS KaK HWKHHH KONOHTHTY
H 1Ie9aTaThCs IpudTOM MEHBILEro pasMepa.

25]. OrMeTka O 3aBepeHHM KOmmM ofopmigeTcd A II0JITBEPXKACHHS
COOTBETCTBHA KOIIHH HOKYMEHTA (BEIIHCKH U3 IOKYMEHTa) MOMTHHHUKY AOKYMEHTA.
OTMETKa O 3aBepeHyH KOIHH MPOCTABIACTCA HA cBODOMHOM OT TEKCTa MecTe HIIH,
pM OTCYTCTBHH CBOOOJHOTO MECTA HA nuueBoll CTOpoHE AOKYyMEHTa, Ha oboporte
[OKyMeHTa H BKIIOHYacT: CHI0BO «BepHo», HAMMEHOBaHHME JO/DKHOCTH JIHUA,
3aBEpPHBILEro KONHUIO; €ro CcOOCTBEHHOPYIHYIO MOATINCS; pacumgpoBKy MOANHCH
(MHALAATEL, haMuIEIo); JATy 3aBEPEHEA KOTHH (BBITIMCKH U3 IOKYMEHTa).

EcJIx KOTHA BHAASTCs AN NpeicTaBleHui B ApYTy10 OpTaHM3AIHIO, OTMETKA O
3aBEPECHMH KOTIHH SOTONHAETCS 3aIHUCHIO O MECTO XKpaHeHua JOKYMEHTa, C KOTOporo
6LU1a MIFOTOBJIEHA KOTIHS, M 3aBepAeTCs MedaThio OpraHk3atiii. Hanpumep:

[ToANAHEAK AOKYMEHTa HaxoJuTCHd B OBV «HaumeHoBaHHE OpraHM3alim?
p nene Ne 08-05 32 2015 r»

Bepno
3aB. OTHEIOM YIPaBICHUA IEPCOHATIOM odnuce W.O. GamMunis
Tlata Ilevats

Ha KOMHSX MHOTOCTPAHMYHBIX JOKYMCHTOB OTMETKA O 3apepeHud KOMMWH
IPOCTABAASTCA HA KOKAOM JIHCTE NOKyMCHTa JUTH HA TIOCHeTHEM JIMCTe MPOUIHTOrOo
WIH CKpEINICHHOro HHEIM 0GpasoM NOKyMCHTA. Januchk © MecTe HaXOXAeHWA
[OJUTHHHEKA TPOCTABIAETCA TONBKO HA MOC/E/HEM JINCTE JOKYMEHTA.

Tlns 3aBepeHHA KOMMH AOKYMEHTa, H3roTORIeHHON Ha OyMa)XXHOM HOCHTEIS,
MOJKET HCIIOIB30BaThCH LIITaMIL.

Konuy SMEKTPOHHBIX NOKYMEHTOB, HANpABsSeMBIX no HHGOPMAUHOHHO-
TENeKOMMYHVKAIAOHHON CETH, 3aBEPAIOTCA 3EKTPOHHOM MOANUCHI PYKOBOAUTSIIA
OpraHH3ALMH MM MHOTO YIONHOMOYEHHOTO HM AWila ¥ BBICKUIAIOTCA [ONYdaTeilio
¢ COIPOBORMTEABHEIM THMCEMOM B dopme 3MeKTPOHHOTO JOKYMEHT.
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Kouuy 3/eKTPOHHBIX HOKYMEHTOB Ha (H3HYecKH 000COONCHHBIX HOCHTENAX
BBICHLTAIOTCA MOJIYYATENIO ¢ COMPOBORHTEIEHBIM MACHMOM Ha GyMasKHOM HOCHTENE.

B CcONpoBOAHTENEHOM HHCBME K KONUSM 3JIEKTPOHHEIX HNOKYMCHTOB
YKa3BIBAeTCs:

HaHMeHOBaHHEe HHQOPMAIIHOHHO CHCTEMBI, B KOTOPOH XpaHATCA AOKYMEHTHI,

HAUMEeHOBaHHst JIOKYMEHTOB, KOITMHA KOTOPEIX HAPABIAKTCA MOIYHATENIO;

Ha3BaHuA aiinoB JOKYMEHTOB ¢ ykasauueM dopMaroB ¢aiiioB u ofpeMa
kaxaoro (aiina B Gaiitax;

IaTa U3rOTOBJICHHS H 3aBCPEHHA KOHHU.

ITpu stom Ha Qusudecku 060COONCHHOM HOCHTENE HECMBIBACMEIM MApKEPOM
ykassipaetcs: «[Tpuioxenye K MEckMy ot (fara) Ne ...».

Kommuisi 3MEKTPOHHOIO JOKYMEHTd, NpEICTaBieHHas B BHAC NOKYMEHTa Ha
GyMaXHOM HOCHTeNe, 3aBepAeTcs B TNOP#AKe, YCTAHOBICHHOM TIpumepHoOi
HHCTPYKIIHEH 171 3aBepeHHMd KONHH JOKYMEHTOB Ha OyMaXHOM HOCHTEle,
C ykasaHHeM, B KaKOH HH(OPMALHOHHON CHCTeMe XpPaHMTCS SNEKTPOHHBIH
TIOKYMEHT.

2.52. OTMeTKa © MOCTYIUICHHM AOKYMEHTa CAYXUT A1 NOATBEPIKACHUA
daxra MOCTYNNEHHs AOKYMEHTa B OPFaHM3allMio H BKJIOYACT Nary NOCTYIICHHA
M BXOJNANIME PerMCTPAIMOHHRIL HoMep AoKymeHTa. TIpH HeoGXOAHMOCTH OTMETKA
0 TIOCTYIUIEHHH MOJKET IOTIONHATHCA yKa3aHMeM BPEMEHH MOCTYIUICHHA AOKYMEHTA
B Hacax M MMHYTax H crocofa J0CTaBKH JOKYMEHTA.

OTMeTKa O IOCTYILIEHMH JOKYMEHTa MOXeT MPOCTARNATECH C MOMOILIBEO
1ITaMIIa.

2.53. Pesomonusa OODKHA COAEPKATh YKA3aHHE MO HCMIONHEHMIO NOKYyMEeHTA.
Pesomouns ohopMiIseTca Ha cBobogHoM MecTe pabodero monad JOKyMeHTa, Ha
ONaHKe pe30MOIMM WIM BHOCHTCA HEIMOCPEACTBEHHO B CHCTEMY JJIeKTPOHHOTO
JOKyMeHT000O0pOTa.

Pesomomps JNOIDKHA BKIOYaTh: (aMuIMIiO, HHHIHANE HCIIONHHTSA
(ucTIoNHuTeNeH), TOPYdeHHe N0 JOKYMEHTY (KOHKPETHOE 3aJaHHe MO HCTIONHCHHIO
HOKYMeHTa wWnd (QOpMYNHpPOBKA IleH  PAacCMOTPEHHA AOKYMEHTa), TIpH
HEOOXOIUMOCTH — CPOX HCTIONHEHHNA, MONKCE INIA, BRIHECIIErO PE30NIOLHIO, AaTy
pe3onmuprﬂ:

®damumaa 1.0., Gammmua KLO.
[Ipolry MNOATOTOBHTH NPENJIOKEHHA
k 10.11.2017  Iloonuce

Hara
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Cpox HCTOTHEHUs TOpYy$eHdd HE JOMDKEH YKa3bBaThCs, €ClH OH Ha3BaH
B TeKCTe TOCTYIHBHIETO AOKyMEHTa M pYKOBOJMTENb HE CHUTACT He0OX 0 XHMBIM
[3MeHUTh €T0 B CTOPOHY COKpAINSHHA MITH gBIAETCA THIOBBLIM Uil JaHHOTO BHIA
AOKYMEHTA.

[lpu yKa3aHWH HECKONBKHX pcmofHuTeNedl Gamiius  OTBETCTBEHHOTO
HCIONHETENS] YKa3hiBaeTCA TIepBOH, TIOMUEePKUABAETCS KA oGo3HauaeTCqd CIOBOM
«OTB.» («OTBETCTBEHHHII).

5 54 OTMeTKa O KOHTpOJie CBHACTENBCTBYET O OCTAHOBKE JOKYMEHTa Ha
KOHTpOIb, POCTABAACTCS IITAMIIOM «(KOHTPONBY Ha BEPXHEM NOJIE JOKYMEHTA.

255 (rMerka O HANpaBIeHHH JOKyMCcHTa B neno OlpelieNaeT MECTO
XpaHeHHs JOKyMEeHTa nocue 3apepilenns paboTHl ¢ HHM H BK/TIOYAET: CJI0Ba
«B 1eno», MEAEKC AeNa no HOMEHKIAType ACi, B KOTOPO¢ NOMEINASTCH NOKYMEHT
Ha XpaHeHHe, € YKasaHheM IOZa, jomKEOCTH JAua, odopMupmero OTMETKY,

HoJIMHCH, AaTel. HanpaMep:
B memo Ne 01-18 32 2017 T.
3aB. OTAEIOM KOPIOPATHBHBIX [IPOCKTOB
IToonuce Hata

OrMeTKa O HarlpaBleHHH JOKYMEHTa B A0 MOKET HOTONHATBCA KpaTKHMH
CBEJICHUSIMH O XapaKTepe HCIIOMHCHA JOKYMEHTA,

[Il. IToaroToBka U odopMiIeHHe OTACIBHEIX BHIOB JOKYMEHTOB

3.1. JlokanpHElE HOPMATHBHBIEC AKERI (manee — JIHA) opranu3aniy H3TAIOTCA
B BHAO¢  IIpasll, MONOXKEHHUH, MHCTPYKIWH, pernaMenToB, nepeqHei,
xnaccupuxatopop M JpYyrBX BHIOB JOKYMEHTOB. PexomeHIyeMblii obpasel
ohopMIeHH JIHA Ha npuMepe IONOXKCHHA O CTPYKTYPHOM HIOIPA3ASHCHI
(npuoxeHue Ne 1).

JTHA npuolpetaloT  IOpPHAHHECKYIO cany Tocae HX YTBEPKICHWA
PACIIOPSAUTEIHHEIM OOKYMEHTOM (nmpyKkasoM)  HIH HeMOoCPeACTBCHHO
PYKOBOJHTEINIEM OpraHH3alHH MHEBIM YIOTHOMOUESHHBIM HM JIHLIOM.

PykoBOAHTENH CTPYKTYPHBIX [ozpa3acHeHuil He BIPaBe w3nasars JIHA.

3.2. JIHA moryt ObITh:

OCTOSHHO AeiicTByomuMH (Ge3 OTpaHHHCHNA CpOKa HX TIPMMEHCHHA);

BpeMeHHBIMH (¢HCTBYIOUHMA B TeveHHe YKA3QHHOTO B HHX CpoOKa I A0
HACTYIUIEHHs ONPe/IEICHHOI0 COBBITHS).

3.3. OcHOBaHMEM /SIS H3TIaHHA JIHA sBisirorca:
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3aKOHOJATeNLHEE ¥ WHBIE HOPMATHBHBIC TIPABOBBIC AKTH Poccuniickoit
Gepepaun  (ykasw M pacmopskesus  Tlpesmaenta Poccuiickofi Penmepanuy,
IOCTAHOBINCHKHA H pacnopsixeHHs IIpaBUTenbCTBA Poccuiickoii denepalini, aKTH
(peaepanbHBIX OPTaHOB HCTIONHHTEIEHOM BJIACTH);

3aKOHOMATE/bHbIE aKkThl cyOnexra Poccmiickoit Depepalty, HOPMAaTHBHEIC
npasoBble AaKIH OpTaHoOB rocyaapcTBeHHoM BIAacTH CyOBexra Poccuiickoi
Denepaliyu;

papee W3nanHEle B opranusamuu JIHA w/Hin pacriopAaHTeIbHbE AOKYMEHTEL.

3.4, JIHA u3maloTcda B LEAX:

YCTAHOBMEHHWs HOPM, TpeOOBaHuMH, NpaBMA B OTHOMICHHH TIPEAMCTa
HOPMaTHBHOIC PEryIMpOBaHNs, paHee He ABMNABLIEMCH MPEIMETOM perynupoBaHns
B OpraHH3aLMH;

J3MEHEHHsl CYNIECTBYIOIIMX HOpM, TpeCoBaHWM, NMPaBHi, yCTAHOBICHHBIX
paHee M3JaHHBIMH HOPMATHBHBIME JIOKYMEHTAMH;

OTMeHBI PAHEE YCTAHOBJIEHHBIX HOPM, TpeGOBaHHK, IPaBul.

3.5. Tlpemnoxerue o paspaboTke NMPOEKTa JIHA BHOCHTCH pPYKOBOAHMTENEM
CTPYKTYpPHOTO IIOZIpaselIeH s MITH MHBIM JOJDKHOCTHBIM JIHLOM.

3.6. JIHA pa3pabaThIBaeTCA B CIIy4ae, eClIM.

MeeTC  YYacTOK  paboTHl  (BOIPOCHL NeSTeIBHOCTH), HYXOaroluHcs
B HOPMATHBHOM pETyJTHPOBAHHM;

TpeOyeTcss BHeCeHHe 3HAUHTENBHOTO KOIMHECTBA M3MEHEHHH B paHee
npubsThiil JTHA;

phisBiieHo Heckonbko JIHA, perynupylomux CMeXHBIC BOIpPOCH, KOTOPHE
[enecoobpazHo 0ObeJUHHTE B OUH JOKYMEHT.

Axtyanmsanus pasee IpuHATHX JIHA ocyIecTBIsAETCS 1epes BHECSHUS B HHX
HA3MEHECHUH.

3.7. Tpemnoxkenne ¢ 0GOCHOBaHHEM HEOOXOMMMOCTH pa3paboTKu HOBOTO
JIHA npeicTaBisieTcsi PyKOBONHTENEM CTPYKTYPHOTO MOXPASAENEHMA HIH HHBIM
YIIONHOMOYEHHHM JOIDKHOCTHBIM JIHLIOM PYKOBOZUTEIIO oprauMsalid B (opme
NOKJIAKHOM (CTyXeGHoi) 3aiCcKH, B KOTOPOH H3/IaracTes:

BONPOC, TPEOYIOIMH pelieHns, ¢ H3JIOKCHHCM OCHOBHBIX HAIIPARICHUH,
cr0co00B €ro pellieHu,

[pOrHO3 NOCHEACTEHI MPHHATHA HOPMATHBHOTO ZIOKYMEHTA,

OpTaHW3alONHbe, KaZpoBble, (UHAHCOBELS, MATEPUATTBHO-TCXHHYOCKHE
Y HHBIE MEPOTIPHSATHA, KOTOpble HeoGX0ANMO ByieT IPOBECTH B CBA3N C NMpHHATHEM
HOPMATUBHOIO IOKYMEHT2;

nepeuens panee m3aHnbx JIHA, moanexamux OTMEHE B CBA3M C M3JAaHHEM
HOBOTO HOPMATHBHOT'O JOKYMEHTa;

npeIaraeMblii CPOK A paspaGoTKM MPOEKTa HOPMATHBHOTO NOKYMEHTA.



26

3.8. Cormacopanme npoekrop JIHA —oCyIIeCTBIAETCH B COOTBETCTBHH
¢ myHxTamu 4.1 — 4.13 TIpuMepEOi HHCTPYKIIALL.

3.9. JIHA yrBepnaercs TNIPUKA3OM PYKOBOAHTENA, C/IH OI[HOBPEMEHHO
C yTBepAACHHCM HOPMATHBHOTO  JIOKyMEHTA HeOGXOMMMO TPHHATH  MEphi
Oprasu3aHOHHOTO, GUHAHCOBOTO, TEXHHIECKOTO, KaJXpOBOrO HITH HHOTO XapaKkTepa
¥ JATh COOTRETCTBYIONINE MIOPYISHHS pyKOBOMUTEIAM CTPYKTYDHBIX MOApa3AeneHui
K MHBIM paGOoTHHKAM OpTaHH3allHY, 3 TAKKE eCld HeoOXOAMMO BHECTH H3MEHEHHA
FUTH MPH3HATH YTPATHBIIMMM CHITY PAHCC yreepx/entsle JIHA.

3.10. Nsmenenuas B JIHA u oTMeHa JIHA odopMnsiOTCs  NPHKasoM
pyKOBOAWTENA OPraHH3aly M HHOTO NOIDKHOCTHONO JTHIIa, OpPUHHMABIICTO
pellicHne 00 yTBePKACHAH JIHA.

Vsmenenns B JIHA u ormena JIHA, yTBEpXKACHHBIE HENOCPeNCTBEHHO
coBCTREHHOPYUYHOH — MOAMUCHIO  PYKOBOIHTENA OpTaHM3alHH HWIH  HHOro
YIONHOMOYEHHOTO WM JOMKHOCTHOTO JIHNA B rpude YTBEpKIOCHHA, BHOCATCA
TIPHKA30M, U3/[aBAEMEIM PYKOBOIMTENICM OpraHM3ALMY WIH HHBIM YIOTHOMOICHHBM
HM JAOTKHOCTHEIM JIULIOM.

3.11. B Texcre npukasa 06 YTBEepKIASHMH, H3MEHEHHH MWK ormene JIHA
HCMIONE3YI0Tea GOPMYIRPOBKUL

IpH YTBEpPXKACHHH HOBOIO JTHA: «YTBEpAUTh (Ha3Basyue JIHA)» wiH
«YTBepaAnTH (Ha3Banue JIHA) i BBECTH B nedicTBe © (nata)», HanpuMmep:

1. Vrpepaurs IlonmoxeHwe O JIOKAIbHBIX HOPMATHBHBIX  aKTax

OpraHu3auyH.

HIIH:
1. Yrteepmuth LlTatHOe OpraHMsallid Ha 2018 rom W BBECTH €ro

p neiicrere c 1 sHsaps 2018 T. (npunoXKedue).

Opy BHECEHHH Y3MeHeH!H B paHee YTBepKICHHbIH JIHA: «BHecTH H3MEHCHBA
B (nassanue JIHA). Hanpumep:
1. BaecTH caeayrollde USMEHCHNA B IlITaTHOE pacnucaHue Ha 2018 ron,
YTBEPXKIECHHOES NPUKAIOM DBV «HanMeHOBaHNWE OPTaHU3aIMID OT 25 pexalps
2017 . Ne 345: ...
npH OTMeHe paHee YTBEPKICHHOTO JIHA: «IIpu3HaTh YTPaTHBIIAM CHIY
(uaspanne JTHA), yTBEPXICHHOE ...». HanpumMep:
4, TlpusnaTb YTPaTHBIIHM CHITY [Tomo)keHue © HEHOPMHPOBAHHOM
paGodeM JHe, YTBEPKIEHHOe NPHKa3OM OBV «HanMeHOBaHHE OpraHM3ain»
ot 15 (eppans 2015 1. Ne 22.
3.12. OcopubiMu  pexsumsutamu JIHA  ABMSIOTCA: HauMeHOBAHHE
opraHu3aliy, HANMEHOBaHYEe BHAA JOKyMEHTa 1 3aT0MOBOK K TeKCTY,
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COCTABJIAIONIME OAHO 1enoe, rpudy yTBepXKIeHHA, MECTO HM3NAHHA

IOKyMEHTA.

Ecnn npoexr JTHA sBHsS€TCS MHOIOCTPAHHMHBIM M K HeMy odopMiasercs
THTYJILHHIH TACT, yKa3aHHBIE BBILIEC PEKBH3UTEI PA3MEILAFOTCS HA THTYJIEHOM JIUCTE.

3.13. Unadopmanus cHpaBOUHOIO XapakTepa (rpadMKH, CXeMsl, TaOGIHLEL,
(hOpMEI JOKyMEHTOB) 0opMIIgeTca B BRAE Nprnoxenuii k JIHA.

Ha npunoxennax K JIHA ogopmisgercs peKBH3HT «OTMETKA O MPHIIOKECHHN
B COOTBETCTBUH ¢ ITYHKTOM 2.44 [IpuMepHO#l HHCTPYKIIHH.

3.14, JIHA BcTynaer B CWIy B CpOK, YKa3aHHEIH B MpHKa3e, KOTOPEIM
yreepskaeH JIHA, nnu ¢ nare! yreepxacaust JTHA.

3.15. PacnopsanuTenbHBIE JOKYMEHTH OpraHM3alMH H3jaloTes B QopMe
NpUKasoB ¥ pacmopspkeHmit. Pexomenzyemsle ofpasipl oopMICHHS TNpHKasa
U pacniopsoxeHnst (punoxeHua No 2, 3).

IIpuxase1 n3aaoTes B LEIIX oGOpMIEHH peLIeHMH:

HOPMATHBHOIO XapakTepa (eclmd mpuKasoM yTeepxaaerca JIHA wim
NPHHAMASTCS pelIeHHe OpraHN3alHOHHOTO XapakTepa, Hampumep, OpHKa3 o6
YTBEPXKIEHHAM CTPYKTYPBl B IITATHOR YHCASHHOCTH OPTaHH3aLMK);

OpraHU3AlHOHHOTO, aJIMWHHUCTPAaTHBHOrO, B TOM YHC/IE ONCPATHBHOIO
XapakTepa 10 BOTIPocaM OCHOBHOM AEATEIBHOCTH OPTaHH3ALINH.

3.16. ITpoekTsl MpHKa3oB O OCHOBHOH AEATESABHOCTH TOTOBAT CTPYKTYPHEIS
MoJpasNeNeHHd OpraHM3allid Ha OCHOBaHHMM TOPYYeHHH pPYKoOBOACTBa JHOO B
HHHLEATEBHOM Mopsjgke. OTBETCTBEHHOCTh 33 KAYECTBEHHYIO MOATOTOBKY IPOCKTa
TNpHKAa3a, COrIacOBaHHe W NMpaBHJIBHOE O(popMIIeHHe MpOeKTa HeCeT PyKOBOAUTENh
MoApas3AeiIeHAA, KOTOPHI TOTOBHT MPOEKT MPHKA3a M Npe/ICTABNIsIeT ero Ha NOANHCE.

3.17. Konutpone 3a NpaBWIBHOCTHI0 OGQOpMJCHHS [POSKTOB NPHKA30B
ocyiecTBager Cry:x6a NenonpoH3BOACTEA OPraHu3allHH.

3.18. llpukasw, nW3naBaeMble B OPraHH3alHM, HE AOMKHE MPOTHBOPEIHTEH
sakoHomarenscTsy Poccuiickoil ®emepanmm, YcraBy OpraHH3aUMyl, JIOKAJIBHBIM
HOPMaTHBHEIM aKTaM OpPraHH3alliM M paHee M3JAHHBIM NPHKa3aM OpraHH3aliH.

3.19. Ilpuxa3sl M0 OCHOBHOH NeATETEHOCTH H3Jal0TCA:

BO HCTIOJHEHHE HOPMATHBHLIX HPABOBHIX 3KTOB OPraHOB IOCYJAapCTBEHHOH
BIACTH H BHILIECTOALIHX OpTaHH3aLINH,

B LENAX OCYLICCTBICHHA YIPaBIeHYECKOH HeATeNbHOCTH, BHITEKAlOLIeH W3
¢GyHKIUA 1 33124 opraHHu3alHy.

3.20. [Ipukasel MO OCHOBHOH ACATENBHOCTH COCTaBIAOTCA HA OCHOBE
TINATENFHOTC M BCECTOPOHHETO H3YYEHHS BONPOCOB, TpebylommMx pasperucHHS,
9TO6HI COMEPXKAIIMECS B [IPUKa3ax HOPyHeHH: GbUIH KOHKPETHBIMH, 06eCTIeHHBAINCE
JOCTATOYHEIMH MATEPHANLHO-TEXHAYECKMMH H (JMHAHCOBBIMH CPEJCTBAMH H
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B ajbHelIIeM MCKMoYand HeoOXOOAMOCTh KOPPEKTHPOBKH NPHHATERIX pereHHi
B CBA3HM C HEIOJHOTON HIH HenopaboTKoH NpeABAYIIero MpHKa3a.

3.21. [lpuxaspl  oprasEmsamuud  odopMisioTes  Ha OmaHxe  I[IPHKa3a
¢ HCIIONMB30BAHHEM CNEAYIOIIMX PEKBU3UTOB: Aara TOKYMEHTA, pErucTpalOHHEIH
HOMEp JOKYMEHT4, 3aTONOBOK K TEKCTY, TEKCT, MOATHCE. Jlata 4 pericTpallHOHHBIH
HOMEp TpHKa3a NPOCTaBIAOTCA TOCNe NONNHCAHUA MpHKasa PyKOBOIATCICM
OpraHH3alMH.

3.22. 3arofoBoK K MpHKa3y TIeYaTacTcs depes OJMH MEeKCTPOUHBL HHTEPBAT
[0/ pEKBM3ATAMH OIAHKa ClleBa OT MPaHHUIIbL JIEBOTO MO, To4xka B KOHIIE 3aT0NIOBKA
He CTABUTCA. 3aTOJIOBOK K IpHKa3zy (OPMYNHpYETcs ¢ MPEUTOTOM «o» («0b»),
KP&TKO H TOUHO OTpaXas COiepaHKe TeKCTa NPUKasa. Hanpumep:

06 yreepxaeHni HHCTPYKIHH 110 SNOTPOM3BOJCTBY;

O nopanke UHAHCHPOBAHUA PeKITaMHOH KaMIlaHHH;

O co3/1aHHH SKCIEPTHOH KOMHCCHH.

3.23. TekcT npHKasa COCTOMT H3 IBYX 9acTeH: oGocuoBarus (npeaMOykbI)
¥ pacropsanuTensHoH dacTi. B 060cHOBaHMH yKa3bIBACTCA OCHOBAHME, NpUIHHA WA
nenb u3fanus JoKkyMeHnTa. HanpuMep:

B coOTBETCTBMHM C MpuKkasoM MuHMcTepcTBa CBA3H H MACCOBBIX
KOMMYHHKaIHi 0T 25 Aexabpa 2014 r. Ne 1494 «O6 yreepxaenun [Ipasun
ofMeHa [OOKYMEHTaMH B  OJNCKTpOHHOM BUNe 1pu  OpraHHM3aliiH
¥HPOPMALNOHHOTO B3aUMOACHCTBHD) ...

B nemnsix OpraHu3auMu U MpoBeAeHAA paboThl 10 SKCIEpTH3E IEHHOCTH
IOKyMeHTOR, 0GPasyIOIHMXCs B ISATEIBHOCTH OpraHH3allii, 1 orbopy HX And
Tiepesiauy Ha XpaHeHUe B ApXHB OPTaHH3alluK B K YHHHTOKCHHIO . ..

3.24. PacnopapuTenbHas 4acThb MPHUKA32 HavYAHAEeTCsA CIIOBOM
«T1 P | K & 3 B B @ 10», KOTOPO® NeYaTacTCA CTPOYHEIMU GyKBaMH Bpa3psaKy-

PacnopsanTenbHas 9acTh MOXKET COACPKATD:

pellleHrs OPraHM3alHOHHOTO XapaKkrepa (YTBepauTD, Co3Nath, npeolpa3oBaTh,
JMKBUIMPOBATS, IPU3HATH YTPATHBIINM CHITY);

KOHKpETHELIE IOPYUEHHS ¢ yKa3aHUEM UCTIONHATENA (ucmonuuTeNnel) ¥ CPOKOB
UX BBEIIOTHCHHA.

3.25. Kaxnoe pelucnue (nopyderue) ohopMisercs B IPAKA3e KakK OTHENBHBIN
nyHKT. [TyHKTHI MpHKa3a pacnoaraioTes B JIOTHKO-BPEMEHHOI MOCIENOBATeIBHOCTH
u Hymepyrorcs apabckumu Lmppams. ECTH IOpyueHHe [AeTCi KOHKpPETHOMY
flOZpa3e/ieHHIO, er0 HAMMEHOBAHNE MHILETCH NMOTHOCTEIO, B CKOGKax yKa3bIBatoTCH
baMwIMg ¥ HHULUAIEl PyKOBOJMTENS [OAPASACNCHHA B HMCHHTEILHOM nafiexe.
Hampumep:
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...IPpHKa3B BRI

1. VyebHo-meTommueckomy otneny (Dammmua H.O.) x 01.11.2017
[IOATOTOBUTh ¥ MPEACTABUTE Ha YTBEPXKIEHHE IUIAH yueBHO-METORHIECKOH
paGotsi Ha 2018 ron.

Eciu mopyyeHWe JaeTci KOHKPeTHOMY MCIONHHUTENO, ©€ro JOIDKHOCTH
1 GaMHITHS yKa3bIBAIOTCA 63 CKOOOK B NaTEMbHOM NATEKe. Hamnpumep:

3. I'maBHOMy Gyxrantepy (Pamunyi 1.0.) noaAroToBUTE H NPEACTABHTE
HA PacCMOTPeHNE M YTBEPKIEHHE CMCTy KOMaHAUPOBOUHBIX PACXOMOB HA
2018 rox B cpok mo 30.11.2017.

IIpeanucsiBaeMoe AEHCTBHE BHIPAXKACTCA [IarojioM B HEOMNpeNeneHHOM
dopme. He pomyckaercs yIoTpedIATh HEKOHKPETHEIE BHIPAXKCHHS THIA «YCUITUATDY,
«YCKOPHTE», «00eCTeunTs B KpartJyaiiiie CPOK».

EcTd ONHOMY HCIONHHTENI0 Heo0XOAMMO TOPYUUTH HECKOJIBKO Pa3HBIX
saflaHAil ¢ OIHHM CpPOKOM BBITIOJHEHH, OTBETCTBEHHBIH HCOONHUTEAR H CPOK
JMCTIONHEHNAs YKa3BIBAIOTCA OJHMH pa3 B OCHOBHOM NYHKTE, 2 TIOPYHeHHA BBLISISIIOTCA
B OTIe/bHSIE [ONTYHKThL. ECH y MOpyHeHu# pastbie CPOKH HCTIONMHEHUA, CPOKH
YKa3HBAIOTCS HE B OCHOBHOM NYHKTE, & B KAX/IOM TIOJITYHKTE,

Cpox MWCHONHEHHUA JOIKEH ObITh peaTbHBIM, COOTBETCTBOBATDH o0BeMy
npenmonaragMerx pabot. TIps yCTaHOBICHHH CpOKa crieyeT YYHTHIBATh BPEMs
NOBEACHHA AOKYMEHTA A0 KOHKPETHBIX MCIIOTHATENCH.

Cpox HCHONHEHHs B MyHKTaX pacTIOpSAUTENBHOH HacTH Npukasa He
yKa3bBacTCAd B CIy4adX, ecid JeCTBHSI HOCAT PEryJApHBIH XapakTep K HX
BEIMIOJIHEHHE TIPEANMUCHIBACTCA Ha BECh MEpHUON peiicTBus TipuKasa. KoOJIHIeCTBO
YCIIONHUATENEH 10 KaxaoMy IyHKTY (NOAMYHKTY) He OrpaHHyHBACTCA.
OTBeTCTREHHDIH UCIIONHUTEND YKA3HIBACTCs NEPBBIM.

Ecyu NpHKAa3 OTMEHAET TOJNHOCTHIO MM HACTHHHO paHee HM3JIAHHBIS
JOKyMEHTH 10 TOMYy »Xe BOmpocy, T0 B MpeAnocaeHeM MyHKTe MpHKasa
HeoOXOAAMO HX MEpeUHCINTE ¢ YKa3aHWEM HAMMEHOBaHHA NOKYMEHTa, ero JaThl,
HoMepa, 3aronobka. Hampumep:

4. TlpusHath yTpaTHBLIAM CHITYy NpHKa3 OpraHM3aliil OT 5 aprycra
2010 1. Ne 175 «O6 yrBepiacHAN IKCIePTHON KOMUCCHI OpraHH3alHID.
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[locneauuii MyHKT WpHKa3a — MyHKT O KOHTpOJe, B HeM YKa3blBaIOTCA
JOMDKHOCTH JTHIIA, OTBETCTBEHHORO 33 HCIORHEHHE AOKyMEHTa B IeNoM, €ro
davunws 1 nHEIMansL. Hanpumep:

4. KouTtponb 32 WCTIONHeHHeM IpHKasa BO3NAracTed Ha 3aMECTHTeINs
reHepansHoro gupekTopa QaMumis n.0.
B oTIeNbHBIX CITyYasx PYKOBOIUTEND OpraHu3alik MOXeET OCTaBHUTH KOHTPOJb
3a CO0OH:
KOHTpOJIb 32 HCTIONAEHYEM NPHKa3a OCTABIIIO 33 co0oil.

3 26. He BXTIOUaeTCS B TeKCT NpHKasa MyHKT «lIpuka3 AOBECTA 1O CReIeHHS
-3

[ToppasneneHns W JOIDKHOCTHBIE JIHUA, O CBENCHIA KOTOPBIX HEOOXOAHMO
ZI0BECTH TIPHKA3, EPETHCIMOTCA B yKa3aTele (JmicTe, CIACKE) PacCHLIKH, KOTOPEIH
[OTOBHTCH MCIONHMTENEM M MOKET OQOPMILITBCS HA o60opoTHOH CTOPOHC
moCHeIHero JHCTA pUKasa.

3.27. B npnxaszax He JOIyCKaeTCH:

M3MEHEHHE paHee YCTAHOBNEHHBIX CPOKOB BBIIOTIHCHIIA 3afaBuil B CTOPOHY UX
YBETMUEHAS,

MpAMeHEeHHe POH3BONBHBIX COKpallleHWA WIH HCK&KSHHS HAMMEHOBAHHI
CTPYKTYPHBIX rofipasAeIcHHH opraHu3aluif, nojBeJOMCTBEHHBIX oprasu3almi -
ACIIONHUATENEH;

NpHMeHeHHe NPOM3BONBHBIX (HE OBLUETIPHHATLIX) TEXHUYECKHX W JPYTHX
TEPMHHOB, COKPALCHHKIX CIOB H HaUMEHOBaHHH.

3.28. [lpH HaNHUMH DPUIOXKeHWH B TEkCTe NpHKasd B COOTBETCTBYHLUHMX
[yHKTaX PacropAAUTCIBHOH 3acTH JAI0TCA OTCBUIKH: ... (pEnoxkexue Ne 1), ...
(mpuioxende Ne 2); ... «COTTNACHO [PWIOXKEHUIO», HA TPUNOKCHHH odopMmiseTcs
OTMETKA O MPUIOKESHHA:

Ipunoxerne Ne 1
x npukasy PBY «HanMeHOBAHHE

OpraHHu3aLHa»
oT 12.11.2017 Ne 215

Hsnanse BMeCTe C MNPHKA30M OpUIOKEHHH, He YHOMAHYTBIX B TEKCTC
JAOKyMEHTA, He JOIyCKAETCs.

EciH NOKYMEHT, YTBepKIEHHEIH PHKa3oM, BHOCNEACTBHM HEUCTBYET B BUIC
caMOCTOATENBHOTO JOKYMEHTa, Ha NEPBOM JIHCTO ZOKYMEHTa B BEPXHEM MHpaBOM
yriay TpPOCTABIAETCH rpud yrBepxaenus (NpH HeoGXOMUMOCTH, — ¢ YKa3aHHEM
HOMepa IIPHIIOKEBHL), HANPAMEP:
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Hnerpyxuus YTBEPXKIAEHA
npukazoM PBY «HanmenoBanve

OpTaHU3al{uK»
or 22.01.2017 Ne 5

3.29. PacnopspkeHHs o(pOpMISIOTCS TIO TeM ke NIPaBAiAaM, MTO H IPHKA3E], 33
JCKTIOUEHHEM TOTO, 9T0 B KOHIE NpeaMOysbl CTABUTCA JBOETOTHE, NOCIS UICro
CeAyIOT YHKTH PacOpANUTENbHOH YacTA. Hanpumep:

B rensx ucnolHeHus npukasa PbY «HauMeHOBAHUE OpPraHM3alliim) Ot
22 aprycta 2017 1. «O6 opraHM3alyMu M HPOBEACHUH KoHKypca «Jlyunmi
cekpeTaph KoMmanna — 2017»:

1. PyxoBoaurensM YUpaBieHWH, OTACIOB H naboparopuii B CpOK
m0 10 cenrsbps 2017 r. mpencTaBHih CBOM MPEIOKCHUA O KaHAUIaTypax
cekpetapel B AeTONPOU3BOAUTENeH Ais y9acTHs B KOHKYPCe.

2.,

PacriopskeHusl MOTYT HE HMETE PeaMOyIbL.

330, Jlo mpeACTABIeHAs Ha TOANHKCH MPOSKT MpPHKasa (pacmopskenns)
COTNACOBEIBAeTCA C 3aHHTEPECOBAHHBIMH JHLAMH B COOTBETCTBHA C IMyHKTaMH
4.1 — 4.11 IlpuMepHO# HHCTPYKIHH.

3.31. [Ippkas TNOANHCHBAST PYKOBOJUTENb — OpraHM3aLi WIN IO,
HCIIONHAIOIEE ero 00I3aHHOCTH.

PacnopspkeHde — IOJITHCHIBACTCA  PYKOBOAHTENEM WHuIM  HHBIMA
YTIONHOMOYEHHBIMI UM JIHAMH.

3.32. Kormun npukaszoB (pacTIOpKECHHH) PpacCELTAOTCa B COOTBETCTBHH
¢ yKasaTeaeM (JIHCTOM, CIMCKOM) PacChUIKH.

IneKTpoHHAA KOTHA IPHUKa3a pasMeLliacTcd B COOTBETCTBYIOMIEH 0ase NaHHBIX
CJ] unK Ha KOPHOpaTHBHOM TIOPTAE OPTraHU3aIHK B cet «IHTEpHET?.

3.33. Tlpu odopMieHnr TNpHKA33, H3NABACMOI0 COBMECTHO ¢ ApYro#
opraHM3alyeii:

GIaHK He UCTIONB3YETCS;

HAYMeHOBAHMA OPTaHKM3alil IEIaTaloTCsA Ha ONHOM YPOBHE;

HanMenoBaune puna goxymenta (TIPMKA3) pacnionaraeTes no UEHTPY.

JlaToli COBMeCTHOTO TpHKa3a sBIACTCA Jara TIpOCTABACHHS TIOCIeIHeH
NOATIMCH Ha JOKYMEHTE. PEerucTpalHiOHHBIH HOMEp COEMECTHOTO MpHKa3a COCTOUT
M3 PETHCTPALMOHHBIX HOMEpPOB, TPUCBOEHHBIX Kaknoli W3 OpranH3auui
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1 TIPOCTABIAEMBIX Fepe3 KOCYIo 3epTy B MOPAJIKE yKasaHHA OpraHm3alHii — aBTOPOB
JOKYMEeHTa.

TeKCT COBMECTHOTO IPHKA3a H3AAracTcd OT IepBOro Jvua MHOXCCTBOHHOTO
ypcna («IpHKa3bBaeM»), MOMIHCH pyKOBOAHTENEil OpraHu3aliii pacrofaraTcs Ha
OZIIHOM YPOBHE ClieBa M Crpasa.

3.34. JleSsTeNbHOCTh [0 COBMECTHOH BhIpaGoTKe pemieHwii Ha 3ace/aHusX
COBETOB, KOMHCCHi, COBEIAHUAX OQOPMILIETCA NPOTOKOTAME.

[TpoTOKON COCTAaBNAETCS Ha OCHOBAHHM AAKTO(OHHEIX  (PYKOTIMCHEIX)
sanuceil, MPOM3BEICHHEIX BO BPeMsl 3ace[aHusl, MPeCTaBICHHbIX TE3HCOB AOKNANIOB
¥ BHICTYIUIEHHUI, CIPaBOK, TPOCKTOB peleHuii (IOCTaHOBNEHUH).

[Mpotokon odopmiiAercas B TeUEHHE ONHOTO-TPEX IHEeM mocie NpoBeACHHA
3aceNaHmMs, €CIIH CPOKH ero IOATOTOBKH HE OTOBOPEHH oco60.

3.35. PeKBH3ATaMH TNPOTOKONA SABIAOTCA: HAUMEHOBAHHUE OpraHu3alvH,
HaMMEHOBAHHE BHAA NOKYMEHTa, 3arofioBOK K TEKCTY, HaTa M MECTO 3aCe/aHus,
PeTHCTPALMOHHEI HOMEP MPOTOKONIA, TEKCT, NOAMHCH.

3.36. 3arol0oBOK K TeKCTy MpOTOKONA OTBEYaeT Ha BOMPOC «uero?»
W COePMT yKa3aHHe [MOIpasfeNieHus wid opraHa, HEeATENBHOCTE  KOTOPOTO
nporoxoiupyeTca. Hanpamep:

IPOTOKOJ 32CE{aHHA ATTECTALHOHHON KOMUCCHH
IIPOTOKOI 3aceIaHNs HaYJHO-MCTOANYECKOH KOMHCCHH.

JlaToii TIPOTOKONA ABMSETCS AaTa 3aceiaHusl. Ecnu 3acefanue IpOAOIDKAECTCA
HECKONbKO [HeH, yKa3plBaeTcs JaTa Hayaia 3aceflaHus W 9epes THpE — nata
oxorvaand: 12-13 mas 2018 r.

3.37. TekcT TNpPOTOKONRa JOMKEH COCTOATH H3  JIBYX yacTel: BBOAHOH
A OCHOBHOI. B BBOAHOW HacTH HPOTOKONA YKA3HIBAIOTCA dbaMiIHH TIpefcenaTeN
(mpencenaTeNbCTBYIOLIETO); CEKPETap; haMEJIUK YIACTHHKOB, MPHCYTCTBYIOLIMX Ha
3aceTaHHM, JIHL, TPUTAIIEHHEIX Ha 3aCeJaHHe; MOBECTKA HA.

Eciil KOJIHYECTBO HPUCYTCTBYIOIHX HA 3acefaHHM MPEBBIIAST 15 denoBek,
B BBONHOH 4YaCTH [IPOTOKONA JeJiaeTcs CChiika Ha  CIIHCOK, ABNAIONMiiCS
HeoTheMJIEMOit JacTEO poToKoIa. Hanpumep:

TIpucyTcTBOBaNH: 25 Jen. (CIHCOK NpHUIaraeTcs).

BeogHas 4acTh WPOTOKOJA 38KaHIHBACTCA MOBECTKOH [IHS, comepxaluei
NepeyeHb pacCMATPHBAEMBIX BOTIPOCOB, EPEIHCICHHBIX B nopaaKe Ux o0cyxneHns
C yKasaHMeM [OKNaminKa Mo KakAoMy paccMaTpUBacMOMy BOTIPOCY. BOIPOCEHI
MoBsecTKH AHA GOPMYIHPYIOTCA ¢ NPEIJIOroM «0» («o6»), ne4aTaloTea OT IPAaHHIB!
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JIEBOTO 1OJIS H HYMepyIoTCs apaGekiuMy G paMH.

B ocHOBHOI YaCTH NpoToKoNa dpukcupyerca XOoH 3aceaHtA

3.38. THonHbIH MPOTOKOJ COAEPKMT 3aTHCh TOTO, YTO NPOKCXOAHIIO BO BpeMs
saceaHms, BKITFOYasi BOMPOCH K AOKIATUHKY, OTBETH Ha HHX, BHICTYIUICHHA B XOfie
06CY/ICHHS BOIPOCa, Pe3y/BTaTH MO0COBAHMA O BOMPOCY H TIPHHATHIE PEICHHA.
PexoMeHIyeMBli o6paselt odOpMICHHA TIONHOTO IPOTOKOA (npunoxenue Ne 4).

KpaTkue TPOTOKONBI BETYTCS NPH PacCMOTPEHHH BOMPOCOS OIepATHBHOTO
xapakrTepa. PexomeHpyeMpi  obpasenl odopmiieHt  KPaTKOTo — NPOTOKONA
(npunokenne Ne5). B KpaTKoM IpPOTOKQJE duxcupyetcs Tema OOCYMHEHUS,
damMuTHs TOKIAIHHKA IO BOTIPOCY M PUHATHIC PEHICHHA.

3.39. OcHoBHas 9acTh MOXHOro MpOTOKONA COCTOMT M3 pa3ienos,
MOCBALIEHHEX BOMPOCaM MOBECTKA AHS. XOJ PacCMOTPEHMS KaXIOTo BOTIpOCA
sanucEIBaeTcs B mociegosarensHocty: CJIY [LIAJIM - BRICTVITMJIM - PELLIMJIA.

[MocragoBieHye (pelleRne) B TEKCT MPOTOKONA BHOCHTCA IOJIHOCTBIO B TOH
dopMyTHpoBKe, KOTOpad Opura NpHHATA Ha 3aceaHUH, Tp¥ HeoOXOIUMOCTH
TIPUBOJIATCA HTOTH TONIOCOBAHMSA: «3a - ..., IPOTHB ..., BO3IEPKAIOCH — .. ).

3.40. IIpoTokon 3aceaHns OIMHCHIBACTCA fipeAcenaTeneM
(npeIcenaTenbeTBYIONIAM) B CEKPEeTapeM 3ace/iaHud, ecjih #HOEC HE YCTaHOBJIEHO
JHA.

3.41. TIpn HeoGXOMAMOCTH KOIHH IPOTOKONOB MM BRITUCKH i3 [IPOTOKOJIOB
PacCHLIAlOTCS 3AWHTEPECOBAHHBIM JMIAM B 3MEKTPOHHOM BHMOE B COOTBETCTBHH
¢ yKa3aTelleM PacChUIKH.

B BBMCKE V3 IPOTOKONA JOIDKHBI BOCTIPOM3BOAWUTLCH BCE PEKBH3HTHI
3aroJOBOYHON UACTH MNpPOTOKONA, BBOJHAA 4acTb, BOMPOC IOBECTKH nHS, 110
KOTOPOMY TOTOBHTCSA BBINHCKA, W TEKCT, oTpaxatoniii ofcykaeHue BoOmpoca H
PUHATOE PEHICHHE.

3.42. Jlenosoe (ciyxeOHOE) MHCBMO TOTOBHMTCA Ha Gmanke nuceMa. IIpH
coCTABIeHHH muceM oQOPMILTIOTC PEKBH3UTEL: aIPECaT, 3aroioBOK K TEKCTY, TEKCT,
[IOAOHCH, OTMeTKa 00 ucHoNHATENE, B HeoOXOAUMBIX Cilydasx — OTMETKA
0 NPHJIOKEHHH. PeKOMeHIXyeMbIH obpazenr  oopmyeHHA  [ENIOBOTO  MUCBMA
(mpunoxenne Ne 6).

3.43. Eciu nucbMO SBAAETCH OTBETOM Ha NOCTYNIMBLIMHA 3aIpPOC UM npock0Y,
3AMIOJHAETCA PEKBU3KT «CCHIIKA Ha PerHCTPALMOHHEIA HOMED H JaTy TOCTYNHBLIETO
MHCHEMA.

HanmeHoBaHMe BHAA IOKYMEHTA («IHCBEMO») M Pa3sHOBHJHOCTH IHCHMA
(mampHMep, «Tpock6a», «WHGOPMAIHOHHOCY, «COTIPOBOJHUTENEHOE», («3alpocy,
«HAOMHHAHHE») B IENOBHIX (Ciy>keGHBIX) MMChMaX HE YKa3BIBAIOTCS.
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Ecii nEChMO HAMpaBIsSeTcs apecary 1o dNMEeKTPOHHOH ModTe WM 1o dakcy
6e3 JOCHUIKH M0 TIOUTE, BMECTO MOYTOBOIO anpeca yKa3pIBaeTes aipec SNEKTPOHHOH
NOYTHI Wik HOMEP TenedoHa-pakca.

3.44. Henosoe (cmyxxefHoe) MHCBMO IOJDKHO OBITB MOCBSIIEHO OXHOMY
Borpocy. Ecnu Heobxogmmo o0paTHTECA B OpraHU3alui0 OJHOBPEMCHHO TIO
HecKOJLKHMM BOMpOCaM, PeKOMEHAYETCS COCTABHTL OTAENBHOE [MHCHMO MO KaXIOMY
H3 HHX.

[TiHcEMO MOXeET KacaThCA HECKONBKHX BOMPOCOB, €CITH OHH B3aHMOCBSI3aHBI.

3.45. B onHoM miHChME He NOJKHO OBITH 60/iee 4EThIPEX agpecaToB, NPH 3TOM
OCHOBHOM ajjpecaT yxa3blBaeTCs NCPBBIM, OCTANRHBEIM afmpecaTaM MHCBMO
HATIPABIACTCH JUIA CBEICHHS.

Tpy HeOOXOMMMOCTH HANPaBHUTh MUChMO GOJbINEMy KOMHYSCTBY aApEcaros,
TOTOBHUTCA CIIACOK PACCHUIKH, ¥ MHMCHEMA PACCHINAIOTCS N0 CIHUCKY.

3.46. [Ipy COCTARBNEHHH JENOBRIX MHCEM HCIIONB3YETCd BCTYNHTENBHOE
obpallleHHe M 3aKMOUUTeNPHAs DJTHKETHas ¢pasa B COOTBETCTBHM C IyHKTOM
2.43 IpuMepHOii HHCTPYKLHH.

3.47. TekcT MUCbMa H3NaracTed:

oT 1-ro 7MIA MHOMXECTBEHHOTO YHCMA («IIPOCHM...», <«NpeliaracM...»,
CHATIOMHMHAEM. .. »);

OT 3-ro MM eAWHCTBEHHOro YHCa («NpefnpUaATHE CYMTAST BOSMOKHEBIM ...,
«HHCTUTYT He PaciioiaraeT BO3MOXKHOCTBIO ...»);

OT 1-TO JHUa eJUHCTBEHHOTO WHCAA («Npomly ...», KIpeLIaraio ...»), €CiIu
[HCEMO OGOPMIASTCA Ha AODKHOCTHOM Onanxe.

3.48. Ecau npoekT OenoBoro (Ciry:KeGHOro) MHChbMa HAaNpaBseTC afxpecaTy
110 [HOUTE, MMPOSKT FOTOBKTCA B ABYX SK3EMINAPax: OUH IK3EMILIIP ODOPMILIETCA HA
GnaHKe, BTOpOH DOK3EMIUIAD, NpPEAHASHAYCHHBI [ BH3MPOBAHHA) — HA
CTAHJAPTHBIX JIUCTaX OyMard.

Jlenogoe (cIyxeGHOE) MHCHMO 0 MPEJCTABACHHA Ha TOANHCH JOMKHO OBITH
COTTIACOBAHO (33BH3MPOBAHO) CO BCEMH 3aHHTEPECOBAHHBIME MHLEAMY. COracoBaHue
(BE3HpOBaHME) JeNIOBHIX IHCEM IIPOBOAUTCS B COOTBETICTBHM C IYHKTaMH
4,1 —4.11 IlpuMepHOH# HHCTPYKLHH.

3.49. JlemoBoe (cnykeGHOe) TMCHMO TOANHMCHIBAEICS PYKOBOAMUTEIEM
OpraHH3allii WIM WMHBIM YIOJHOMOUCHHHIM HM JHIoM. lloAnucaHHOe AeNoBoe
(cimyxebHOe) TACEMO NOUIEXHT PETHCTPaLMH H OTHPABKS.

He pomyckaercs OTIPaBJATh gipecaraM IHMCbMa, HC HMEHOIIHE NMaTbl H
PETUCTPAIHOHHOTO HOMEpA.

3.50. Ilocre nOAMMCAHHMA TNKCBMA M €ro pPEeryuCTpPalfd SK3EMIUIIp ITMCBMa
¢ BU3aMH 3aHHTEpeCOBAHHBIX JIALI TOMEINALTCA B JENHO.
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3.51. AKTH COCTAaBIAIOTCA HA OCHOBE YTBCP)KACHHEIX OpraHaMH BJacTH
yHuuuEpoBaHHbX dopM unuM B cBoboamod dopme B LEMIX MOATBEPKACHHA
($aKTOB, CBS3aHHBIX C JEATENBHOCTHIO OPraHH3allHuH. PekoMeHayeMEIi o0pasell
odopMnenns akra (punoxenue Ne 7).

3.52. TIpy cocTaBJeHHMH 4KTOB HCIONL3YIOTCA DPEKBH3UTH: HaUMEHOBaHME
opraHH3al{H; HAUMEHOBaHNE BHAA AOKYMEHTA; AaTa JOKYMEHTa; PerHCTPalluOHHBIH
HOMEp NOKYMEHTA; MECTO COCTaBJIEHHA HNH H3JaHHA JOKYMEHTa; 3arolloBoK K
TEKCTY; MOAIKCH.

3.53. Jlatoil axTa sABNdgeTCA HAaTAa COCTABICHHA 4KT4 H MOAMHCAHHA €ro
COCTABHUTEISAMH.

Ecnx ¢opMoii aKTa NpeayCMOTPEHO €r0 YTBEPHAeHHE PYKOBOIHTENEM
OpraHM3alA WM HMHEIM YIOJHOMOYEHHHMM JOKHOCTHEIM IIHIIOM, NATOH aKTa
ABJIASTCSH JATa eTo YTBEePXKASHHS.

3.54. B BBOAHOH YACTH aKTa B UMEHHUTEILHOM A YKa3bIBAIOTCS:

OCHOBAaHHME  COCTABJICHMA  aKTa  (JIOK&IBHBIH  HOPMATHBHEIH  aKT;
PACTIOpPAJNTENBHBIA TOKYMEHT OpraHH3aiHH (TIPHKA3, PACIOPSKEHHE), ¢axT UM
cOOBITHE, MOCIYKHBIICE OCHOBAHUEM VISl COCTABNICHHA aKTa);

COCTaBHTENH akTa (TepedHCAoTca nocke ciaoBa «CocTapien» ¢ yKasaHHeM
TOJDKHOCTEH, HAMMEHOBAHHU  oOpraHH3ailMid, e€CJIn  COCTaBHTCNH  ABIAKOTCA
TIpeNCTABMTENSAMH APYroi opraHusamiy, GamMunuil ¥ MHHLMAIOB).

Ecnu akT COCTaBleH KOMHUCCHEl, MepRoii yKa3sBaeTcs haMuins IpeaCeNaTes
KOMHCCHH, 3aTeM TISHOB KOMHUCCHH B a/1(paBUTHOM IIOpSTKe.

3.55. B TexcTe aKkTa H3MAraroTed LeNd H 3aJady COCTABIeHUs aKTa, CYIIHOCTh,
XapaKTep, METOABI U CPOKH NpoAeaaHHON paboTEl, e pesyNbTaTH.

[Npn HeoOXOMUMOCTH aKT MOXKET COAEPKATH BHIBOAEI # PCKOMEHIALIHH,

B 3axmounTeNnkhHOM 9acTH aKTa YKa3bIBalOTCA KOMHYECTBO IIOATOTOBACHHBIX
9K3eMIUIIPOB aKTa M MECTOHaXOXKJACHHE KaXAoro skseminzpa. KoaudecTso
SK3eMILISIPOB aKTa ONpefieideTcs KONHYECTBOM CTOPOH, 3aMHTEPECOBAHHEIX B €ro
COCTABNICHWM, WIM HOPMATUBHHIMH  TpeGOBAHMAMM, PETIaMEHTHPYIOLMMH
COCTaBleHHEe aKTOB KOHKPETHOH pasHOBHIHOCTH.

3.56. DKseMIUAPH AKTa TONMHCHBAIOTCA BCEMH UIeHaMHM KoMuccuu (ecnH
AKT COCTABNAICA KOMHCCHEH) MIH COCTABHTENAMH H, IPH HEOOXOIHMOCTH,
NIPUCYTCTBOBABILIHMMU JTHIIAMH.

T[IpH noAnMCAHUM aKTa NpefcefaTe]eM W WieHAMH KOMHMCCHH HaHMEHOBaHHA
HX JOIDKHOCTEH He YKa3bIBalOTCA.

QOcoGoe MHeHHE COCTABHTENS aKTa H3JIaracTcsi Ha OTOCNBHOM JIHCTE,
MOJMHACEIBASTCA N MPUNATacTCs K aKTy.

3.57. Ecnu 3akoHOAATeNsCTBOM Poccmiickoi @efepanuu MpegyCMOTPEHO
O3HAKOM/IEHHE ¢ COAEPKAHHEM aKTa JIHL, YMOMAHYTHIX B aKTe, IIOJ IOATIMCH, Ha
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focenHeli CTpaHWIE AKTa MPOCTABNACTCA O3IHAKOMHUTENBHAA BH3A «C axtoM
O3HAKOMIeH(bI)», TP 3TOM YKa3plBarOTCA HAHMCHOBAHIA OoSDKHOCTEH, JTHYHBIE
MOAMHCH, pacum(poBKH TomMce, Jarbl O3HAKOMICHHA. JIua, KOTOpEIE
3HAKOMATCH C COZIEpKAHHEM aKTa, HMEIOT NpaBo He COTNACHTRCA C COZepKaHAEM
AKTA B UENOM IIH ero OTACILHBIMEH MOJIOKCHHAMH, YTO HAOIKHO OBITH
sadMKCHPOBAHO MPH O3HAKOMIIGHHH € 8KTOM.

3.58. Moxnagpas (cayxeOHas) 3aIiCKa HCTONMB3YSTCA [UIA OTICPaTHBHOTO
uHbopMaupMoHHOTO ~ obMeHa — MEXAY  CTPYKTYPHBIMA noApasfeNeHHAMH
U pyKOBOJCTBOM. PeKoMeHTyeMBIC 06pasisl OGOPMIEHUS JOKIANHOH 3aNHCKH
U Cy)keOHOH  3alliCKH, HOArOTOBIEHHOH H4 OCHOBE JJEKTPOHHOIO madbnoHa
(npunoxenns Ne 8, 9).

3.59. OGM3aTeNbHBIME PEKBHSHTAMH JOKIafHOH (crmyxeGHOM) 3anuCcKu
JBISIOTCH: HAHNMEHOBAHHME CTPYKTYPHOTO TMOJpasfeneHndA, HAHMEHOBAHME BHJA
HOKyMEHTa (JOKIagHas 3arucka, cyxe6Has 3amucKa), JaTa, 3arofioBok K TEKCTY,
ajpecaT, TeKCT, MOANHCE.

3.60. [Ipa agpecoBaHHH AOKJIANHEIX (cnyxeGHBIX) 3amKcOK YKa3bIBaroTCH
B JATEIBHOM Majieke DOIMKHOCTB JIHIA, KOTOpOMY anpecoBak JOKYMEHT, (aMUInI
H vednpansl. Hanpumep:

3aMeCTHTEMO TeHePANTBHOTO
mupexropa ®BY «HaumenoBaHue

OpraHu3aifHi»
damumms K.0.

HIIHA:

Pyxosogutenmo Jenapramenra
MHMOPMALMOHHEIX TEXHOJIOTHH
Damuus K1.0.

3.61. Hoxnamuele  (cmyxeCHple) — 3amHCKH MOIYT  COCTaBIATHCH,
paccMaTpHBATbCA W XPAHHTHCA B TEUCHHE YCTAHOBJIEHHOTO CPOXa HCKIIOYHTENEHO
B anexTporHoM Buge B COL,

[Ipu opraHmsanp paboTEl ¢ AOKIAAHBIMHA (cmyxeGHBIME) 3aIACKAMHA
B DIEKTPOHHOM BHJE HCIIONB3YIOTCA OMNCKTPOHHBIC pI1aGNoHBl  MOKJAJHOH H

CIyKeOHOMN 3amHCOK.
3.62. TexcT AoKnamHOM (cIyXeGHOMH) 3aIHCKH, B 3aBHCHMOCTH OT CIIOMKHOCTH

colepXkanua H NMPUBOAMMOMN apryMeHTalliy, COCTOHT H3 OFHOM, ABYX WIH TpeEX

yacTel:
B mEpBOH YacTH H3/Aralorcs MpHINHEL, (GaxThl WK cOOBITHA, MOCTY>XHUBIINE

MOBOAOM TS COCTAaBICHHA JOKYMEHTA,
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BO BTOpOH 4YacTH JaeTcid aHaJH3 cloXUBLISHCS CHUTYallHK, BO3MOXHBIC
BAPHAHTEL €€ PEIICHHAT,

B TPETHEi JaCTH M3JIaraloTCsd BHBOASL.

3.63. Perdcrpanus JOKNAJHBIX H cIyXeOHBIX 3alHCOK OCYMIECTBIACTCA
8 CRJI, mpu otcytersuy COJI — B CTPYKTYPHOM NOAPA3JENCHHH, MOArOTOBUBIIEM
JOKyMEHT.

3.64. Jlenoppie IHCbMa, HanpaBIAeMble 3apy0exHBIM  KOPPecIIOHIeHTaM
(B TOM UHCIEe ajapecaraM ToCyHapeTB - GBIBINMX pecryOIMK B COCTAaBe CCCP),
obopMIIOTCS Ha GaHKe THChMA OPraHA3anHy ¢ peKBUSHTAMH HA PYCCKOM M ONHOM
{3 HHOCTPaHHBIX SI3BIKOB.

3.65. TIncpMo, HanpapiiseMoe 3apyOexHOMY aapecarty, COCTABNsETCS Ha
DYCCKOM 3BIKE, MPOXOAMT COTIACOBAHHE CO BCEMH 3aMHTEPECOBAHHEIMI JIHIIAMU
OpraHm3aly, [OC/e MeTo IMCHMO NePeBOJMTCS Ha OHH H3 HHOCTpAHHEIX F3HIKOB
(13BIK ajpecaTa MM AHIVIMHCKUH mpx) H odopmiierca Ha Omapke MMHObLMA,
npeHA3HA9€HHOM 1A IEPCIHCKH ¢ 3apy6eKHBIMM KOPPECTIOH/ICHTaMH.

[TofNMHHUK TKCBMA, OQOPMICHHEI Ha OJHOM M3 MHOCTPAHHBIX ST3BIKOB,
HoIDKeH GHTh HISHTHYEH 110 CONEPIKAHHIO JKIEMIULAPY Ha pyCCKOM A3BIKE ¢ BH3AMH
3aHHTEPSCOBAHHBIX ML

3.66. Ha TOANHCh pPYKOBOAWTENIO MPEACTaBIAIOTCA. IK3EMIUIAP ITHCHMA
3apyGexXHOMY KOPPECIIOHACHTY, odopMieHHBIH Ha Onanke, KOMHA JAHHOTO ITUCHMA
HA CTAHZAPTHOM JHcTe OyMarH C BH30H WMCMONHHTEINA, SK3eMILILp INHCHMa HA
PYCCKOM SI3BIKE ¢ BYI3aMH 3aHHTEPECOBAHHBIX JIMLL,

3167. MMocne  DOONMCAHMA  NMCBMa  PYKOBOJWMTENCM  HIH MHBIM
YTIONTHOMOYeHHBIM WM JIMIIOM:

SK3EMIUISp THChMa, ODOPMIICHHEIH Ha Gnanke, IOAMMCAHHBIN PYKOBOAMTEIEM
u 3aperucrpuposanubiii B CryxGe Ienonpon3BOACTEa, HATIPABJISIETCS anpecarty;

KOS MTHCEMa ¢ BH30H MCTIONHNTEN W 9K3eMILIAP IHCEMA, COCTABJIEHHBIN Ha
PYCCKOM $I3BIKe, ¢ BH3AMH 3aMHTEPECOBAHHBIX JIHLL noMelnaTcd B AeNO.

3.68. TIucpMa, HampamiseMele 3apyGexHBIM azupecaraM, MOJKHEL HMETE
PEKBU3MTHL: apecar, JaTa, PETHCTPALHOHHEIA HOMEP, TEKCT, IONIHCE.

[Ipu HeoOXomAMOCTH MOTYT OOPMIATHCA ~ PEKBH3HTEL  «CCBUIKA  HA
perHCTpalMOHHbIH HOMEp M JaTy TOCTYMHBLIETO YCEMa» H «3arojIoBOK K TEKCTY».
Ha KOIHH IHCHMA, OMeIaeMoii B A€J0, AOONHHTENRHO TPOCTABIAETCA oTMeTKa 00
HCTIOMHUTENE.

3.69. PexBusuT «anpecar» odopmiiercd Cripasa IOn pekpusnTaMH OiaHKa.
AnpecaToM [MCEMa MOXeT OBITh OpraHW3aIlksA il KOHKPETHO€ JTHLIO.

Ecli HHCHMO aipecoBaHo OPraHM3alMH, CHavYala JacTed of HaWMEHOBAaHHE,
2aTEM — [OYTOBBIA aZpec B IIOCIEZIOBATENBHOCTH: HOMED AOMa HMAH 3JIaHHf,
HA3BaHUE YIHMLBL, Ha3BaHHe ropola; CTpaHa.
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Kakapiil 2IEMENT ajfpeca MHImeTed Ha oTHenbHo# cTpoke. Haspanue ropoaa,
KaK TIPABIIIO, IEYATAETCA NIPOTIHCHBIMA 6yxsamu. HanpuMep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Coea Avenue, Street, Place 1 NBbIe B aIpECe OHHIYyTCA © mponucHo# GYKBBL.
IIpu odopMieHHH TOUTOBOrO agpeca 3apyOeKHEIM KOpPPeCHOHEHTaM
MIyHKTyalHs He IPUMEHACTCA.
Tipr agpecOBaHMH THCEM HeoBXOAAMO YUHTHIBATE TpatHLHH, XapaKTePHBIC
A8 OTASHBHEIX CTpaH (manpyumep, B BenukoGpUTaHAN ITOCHE YKa3aHuA ropofa
MOKET OBITH YKa3aHO TpagicTBo, B CILIA - uaspaHge 1WTaTa).
Ecnru B HasBaHuM  (uUpMbI  MIPUCYTCTBYET dbamunus  JuLa (nampHuMeD,
W. Edward & Co., Ltd), mepell Ha3BaHHCM ¢upMEl IPHHATO CTABUTDH CJIOBO Messrs
(COKpalIeHHKE OT Messieurs — rocnoa).
EeJTd THCHMO aApecyeTes KOHKPETHOMY JHLLY, TICPell Ha3BaHHUEM OpTraHH3alHH
YKA3HBAIOT PaMAIHIO U JOIKHOCTE paGOTHUKA WK ero AOTKHOCTS.
Hamnpumep:
Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD
U.S.A.

370. B nuchMax 3apy0exHEIM afpecaTam gata odopmiseTcs CIOBECHO-
yudpoBsM CIOCOOOM B OCIeI0BATENBHOCTH: ACHE MeCANa, Mecsil, 0L,

Hanpumep: 24 sHBAps 2017 .

IIpy cocTaBleHHH HCEMA Ha aNTAMHACKOM f3BIKE JOMyCKaeTCd ofopMIeHHAL
ZATHL B OCIEZIOBATEMbHOCTH: TOX, MECAL, JeHb MecsIa.

Hanpumep: 2017, January 24.

171. B muceMax 3apyGexHBIM anpecaraM UCHOJB3YIOTCA BCTYITATENLHBIC
o6pamiernA no AOMDXHOCTH Wil 110 daMIIHH aAPecaTa. HanpumMep:

VpakacMblii rocrioaus ToproBeId COBETHHK!

VBaxacMBbIi rocIioIvul Anrenos!
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3aKaHIHBACTCA TIACHBMO 3aKNFOUHTENBEHOM ITUKESTHOH dpasoh
«C yBaOXKEHKEM, ...

IV. CornacoBaHHe JIPOEKTOB JIOKYMCHTOB.
TMopnucanne (yTBepKACHUE) MPOEKTOB NOKYMEHTOB

4.1. CormacoBaHie NpoeKTa AOKyMeHTa NPOBOJMTCA AC €ro TIOAMHCAHAL
pyKoBOAHMTENEM B LENAX OLCHKH COOTBETCTBHS TPOEKTa 3aKOHOAATENBCTBY
Poccutickoii PeacpaLiy, JOKAIBHbIM HOpMaTHBHBIM 2KTaM oprasu3aliy, KaecTsa
1 3¢ deKTUBHOCTH IpeAIaraeMoro pelmeHms.

CoriacoBaHAEe TNpoeKTa AOKyMCHTa OpraHu3yeTea He[oCpeACTBeHHBIM
JCHOJHATENEM (COCTaBHTENEM) M PYKOBOIUTENEM O ApasAeNeH - UCIOMHATEA
H TPOBOJMTCA B Ipenenax YCTaHOBICHHOTO CPOKa HCTIONHEHHA.

42, Ylpu HanAuMy B OpTaHU3alluH CD]] cornacoBaHue NPOCKTOR NOKYMEHTOB
OCYLLIECTBIIACTCA B ABTOMATH3WPOBAHHOM PeXUMe TOCPEICTBOM HaMpaBIeHUL
IPOEKTOB AOKYMEHTOB  JIMIAM, HAsHAUeHHBM B KayecTBe COTIIACYIONUIX,
1 oopMIICHHs pe3yTIbTaToB cornacosanud B CO/.

Cornacopalie TMPOSKTOB NOXyMEHTOB MOXCT OCYIECTBIATRCH [OCPEACTBOM
KOPIIOPATABHOHK 3MeKTPOHHON TNOYTH W ohopMIIcHAA HCTIOMHUTCICM JIACTA
COTJIACOBAHKMA C TPIIOKEHHeM 3MCKTPOHHEIX cooOuIeHyH JML, YYacTBOBABIIMX
B COTJIaCOBAHMUM [TPOEKTa AOKYMEHTR.

4.3. CoracoBaHne MPOEKTOB JMOKyMECHTOB C paGOTHAKAMH OpraHH3AAH
A/AAR ApYrMMHM OpraHusaluAMH OpraHu3yeT UCTIONHHTENh ROCIC COrNacoBaHUs
gpafodeM MOpANKE TIPOEKTA AOKyMeHTa C PYKOBOXHMTEIEM CTPYKTYPHOTO
rofpasfieNieHys W B COOTBETCTBHU ¢ HHCTpYKUMe#l 10 JAeNONpOH3BOACTEY
OpTaHU3ALMY YU MHBIMU IOXaNLHEIMHA HOPMATHBHBIMU aKTaMu, peryHpyIoIHMH
MpoLEece COrNacoBaH (BU31IPOBAHMS) IPOSKTOB NOKYMEHTOR.

4.4. TlpoexTsl NOKYMEHTOB COTJIACYIOTCA:

HeMOCPECTBCHHBIM ~ MCIIONHHTE/IEM  H pYKOBOAHTENEM  TOApa3ie eHHA-
HCTIONHMUTENS;

COVCIONHATENAMH (P HX Hau4un),

PYKOBOZHTEIIAMH CTPYKTYPHBIX ofpaseennil, paboTHIKAMH OpraHH3anum,
HATIpaBNeHYs]  ASATE/bHOCTH W PyHKIHEOHATIBHEI® 06A3aHHOCTH  KOTOPBIX
3aTpArMBaIOTCA B TIPOSKTE JOKYMEHTa H/ATA KOTOPBHIC yKasaHbl B TIPOSKTE
JOKyMeHTa B Kau€CTBe pcrofEuTeReil (B cAydac BPEMEHHOIO OTCYTCTBHA
pYKOBOAMTENS TOMPasNeIICHHA fIpoeKT JAOKYMeHTa BHIHPYST VIO, BPEMEHHO
HCNOAHsIOIIee ero 00A3aHHOCTH);
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3aMECTHTEIAME PYKOBOIMTENA Oprafu3allny, KypUPYIOLMME 3aTPOHYTHI®
B MPOCKTE JOKYMEHTa BOMpPOCEL (ecmi AOKYMEHT MOJNMCHIBAETCH (yTBepKHaeToA)
PYKOBOIMTENEM OpraHu3auy);

opuzrrieckoli ey G0k (mpoexror JTHA, npoexToB NPHKA30B);

Cnyx6oii IenOnpoH3BOACTRA.

TIpoeKTH JOKYMEHTOB, PealH3ali] xoTOphIX TpebyeT (HHAHCOBEIX 33Tpat,
COTIACOBHIBAIOTCA ¢ PHHAHCOBBIM MOAPASIEICHUEM.

He Jomyckaercs HampaBisTh HA COTJIACOBaHHME TMPOESKT JOKyMEHTa
OTHOBPEMEHHO IBYM WK Gonee paboTHUKAM OJHOro CTPYKTYPHOTO nojpasacieHus.
B KkadecTBe JHL, CODNACYIOHMIAX IPOCKT LOKYMeHTa, JOJDKHBI ~BBICTYNATE
TIPEHMYIIECTBEHHO PYKOBOTHTENH CTPYKTYPHBIX noxpa3sziesieHuid.

45. BHemHee COIVIACOBAHME  MPOEKTa  JOKyMEHTA OCYILECTBIAETCA
OCPeACTBOM HanpapleHH NpoekTa B ApyryO OPTaHM3allHo ¢ COTIPOBOXUTESIBHBIM
[IHCHEMOM, B KOTOPOM YKa3biBaeTCA CPOK COMIACOBAHMA.

Ecnu  OpraHu3aLy, —COMVACyIolHe  TIPOCKT NOKyMEHTa,  ABILTIOTCA
yaCTHAKAMHA OXHOH CHJl, cornacoBaHHe MOXKET 6wt TipoBeneHo B COJ1 Ges
HATPABNEHAA COMPOBOAMTENBHOTO  IMHCHMA 1 ONHOBpEMEHHO C BHYTP¢HHHM
COTJIacOBaHHeM.

4.6. Cpoka cormacosapus AOKYyMEHTOB yCTAHABJINBAOTCA VHMBHIYaIbHOH
yHCTpyKUHell IO ACNONPOU3BOACTBY Aw/WIH MABIMH JIOKIBHBIMA HOPMATHBHBIMA
AKTAMH B 3aBHCHMOCTH OT BHJ2 JOKYMCHTa H obbeMa JOKYMEHTA, BKIHO9TAs
npunoskenss K Hemy. CpOKH COTIacOoBaHMA NOKYMEHTOB COCTABIBIOT

IPOEKTHI JEIOBBIX (cityxkeGHBIX) TACEM — 1-3 pabounx AHA;

TIPOEKTHl NPHKA30B Ge3 MpHOXKEHHH — 1-3 pabouux IHS;

[IPOEKTH! TIPUKA30B C MNPUIIOKEHHAMH CIPAaBOYHOTO XapaKTepa — 3-5 pabounx
JiHeH;

NpoekThl NPHKA30B C MPHIOKCHHCM TOKaNBPHEIX HOPMATHBHBIX aKTOB
B 33BHCHMOCTH OT HX 006BeMa (He Gonee 50 cTpannm) — 5-10 paGounx IHEH;

NPOEKTHI JOKANBHEIX HOpMATUBHBIX KTOB, YTBEPKAAEMBIX HETIOCPEICTBCHHO
TIOJITHCHIO PYKOBOJHTENA (He Gonee SO cTpanuu) — 5-10 paboinx JHEH;

NpoeKThl MPOTOKOJIOB sacemaHuil (coBemlaHni) IpH He0OXOIUMOCTH HX
COFIACOBAHHS, B 33BHCHMOCTH OT 00BEMa JOKYMEHTA = 1-3 paboynx AHA.

Cpokyl COTJacoBaHHS NPOCKTOB JOKYMEHTOB, HANpAaBIAeMbIX Ha BHEIIHEee
COLTAcOBAHHE HE JOMKHE] COCTABIATD Gomee 30 KalmeHIApHBIX IHEH.

B KOHKpETHBIX CIydasx B 32BACHMOCTA OT cofepXkaHus ¥ Ha3HATCHHA
HOKYMEHTa CPOK COTJIACOBAHHA MOXET 6bITH COKpAIleH WM yBEIHYEH [0 PEMICHIIO

N JansuiyatbHol HMHCTPYKIMSH MO SIEMOMPOUBOACTEY MOTYT GLITL  YCTAHOBNIEHbl HHBIE CPOKH
CcOr1aCOBAHMA IPOEKTOB JOKYMEHTOB.
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PYKOBOZMTENH, KyPHPYIOILETO HaNpPaBNeHHE ACATEILHOCTH, [0 KOTOPOMY TOTOBHUTCS
TPOEKT PEIlICHHS.

4.7. ObopMmneHHe pe3yIbTATOB COITIACOBAHHA JIHA ¥ pacnopsgUuTeNBEHBIX
JOKYMEHTOB OCYLISCTRIISICTCS B BUIE BM3, [POCTABIAEMBIX 3aHHTCPeCOBaHHBIMH
NWLAMH HA TIOCAEKAHEM JIMCTE NPOEKTa JOKYMEHTA (Ha eTo nuiesoll Ul 06OpoTHOH
CTOpOHe) WM HA OTACIBHOM JIHCTE COLNACOBAHMS, SBITIOIEMCA HEOThEMIIEMOM
yacThl0 JoKymeHTa. OTMETKH © COTIacOBaHMA (rpud cornacoBanus H BH3HL)
o(OPMISIFOTCS B COOTBETCTBHH € ITyHKTaMH 2.45, 2.46 TlpuMepHOA HHCTPYKIIWH.

TIpa CcOraacoBaHHWK JAENOBBIX (cmyxeOHBIX) THCeM BH3BI IPOCTABIISIOTCS HA
KOMUM MMCHMa (BH30BOHM SK3eMILIAP), KOTOPHIH IOCTe MOAMMCAHHS NMOMTMHHHKA
HHCEMA H €ro perncTpaili MOMELHacTcd B JIeNO, WiH Ha ofopoTe MOLIHHHHKA
[HCBMa, €CTH TIHCHMO HAMpaBNfeTcs ajpecary fo daxcy Hi 37IEKTPOHHOH MoUTe.
TOT K& IK3EMIVIAP MACEMA I10CTe OTMPAaBKH aapecaTy (no dakcy W 3MEeKTPOHHOH
[10YTe B BHAE MEKTPOHHOH KOIMHHK) MOMeLlaeTca B AEJIO.

[TpoekTbl MPOTOKONOB BH3HPYIOTCA JIMIAMH, BBICTYNIABIIMMU H4 3aceaHHn
(copemannyn) IMyTeM IpPOCTABJICHHA BH3bl HA JIGBOM IIONE JNOKYMEHTa HaIpOTHB
3aITHCH BHICTYILIEHUS COOTBETCTBYIOMIET0 PabOTHHKA.

4.8. CornacoBaHHe NPOEKTOB HOKYMEHTOB MOXET OCYMIECTBIATECA B COM.
IMocne 3apepimeHHs MPOLETYPbl COMIACOBAHWA (mpu  CO3MAHUHM TOAJTHHHHKA
IOKYMEHTa Ha 6yMaKHOM HOCHTele) JIHCT COrNacoBaHUs pacnedarsiBaerca u3 COJ,
NPHKNAILIBAETCS K TPOEKTY JOKYMEHTa M IPEACTABICTCH  Ha TOANHCE
PYKOBOZMTEINO OPTaHA3ALMH (HHOMY YIOTHOMOUCHHOMY MM JHITY).

CornacoBaHue BHYTPSHHHX JAOKYMEHTOB, CO3MaHHE, XpaHEHHE
¥ MCIIONB30BAHNAE KOTOPHIX OCYLISCTBIACTCA OCPEICTBOM CO/J1, nposopurca B COX
B 3JIEKTPOHHOM BHJE.

[Ipy cOrNacoBaHHH [POEKTOB BHYTPSHHHX JOKYMCHTOB, CO3JaHHBIX HA
GYMaXHOM HOCHTENE, BH3Bl IPOCTABIIOTCA HENmOCPEACTBEHHO Ha TPOEKTE
JOKyMCHTa.

4.9. TTpy BHEIIHEM COTIACOBAaHHH, OTYYEHHOM ITHCEMOM, HIH COTTIacOBAaHHH
NpoeKTa JOKYMEHTAa KOJNCTHANIBHEIM (coBeruaTeNbHBIM) OpraHoM ¢ pukcanucH
perlleHusl © COIIACOBAHHH B IPOTOKONE 3aCeNaHHA HCHOJIHUTORD obopMIIeT Ha
TpoeKTe JOKYMEHTa WIH B JIACTE COIVIacoBaHHA rpid COTIacOBAHMA B COOTBETCTBAN
¢ myHKTOM 2.45 TIpHMEpHON HHCTPYKUAH. TlHcsMa O COTNIACOBaHMH (BEIMUCKA M3
IPOTOKOJIA) MPUNIATAIOTCs K IPOEKTY IOKYMCHTA.

4.10. B xoOe COrnacoBaHUA MOpOeKTa NOKYMCHTA paboTHHK, COIMIACYIOUMH
NIOKYMEHT, TIPHHMMAET OHO K3 CAeAYIOLINX pemeHui:

COTTACOBATE IPOSKT KOKYMeHTa 63 3aMedaHui;

COTNAcoBaTh MPOSKT JOKYMEHTA C 3aMedaHHIMY,

OTKJIOHHTh [TPOEKT AOKYMEHTA,
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yKa3aTh, 9TO HEé MMEET OTHOIICHHS K IPOEKTY AOKYMEHTa (paccMoTpeHMe
BOMPOCA, IO KOTOPOMY IPMHMMAETCA pellieHHe, HE BXOAUT B OGA3aHHOCTH
paboTHHKA).

BospaxeHHs 1O MpOeKTy IpHKa3a (pacmopsKeHHs), BOIHHKAIOIIME TPH
COTVIACOBANHH, H3JAraloTCsAi B CIpaBKe, KOTOpad NPHIAraercd K TNPOeKTY, HIH
BHOCHTCA B COM.

EcnH mpoeKT AOKYMEHTa COTNIACOBAH ¢ 3aMEYaHHsAMH, 5TO O3HA4aeT, UTo
3aMeYaHMsl HOCAT PEeJaKUHOHHLIN XapakTep, U MOCe HX NPHHATHA UCTIONHHTSICM
TIPOEXT He TpebyeT MOBTOPHOTO COTTIACOBAHHUA.

TTpoekT AOKYMEHTa OTKIOHAETCA JIHLIOM, COTNIacyIOIHM JOKYMEHT, B ClyJanX:

HAJMIHA CYLIECTBEHHBIX 3aMEYaHHH M0 IIPOCKTY JOKYMEHTa,

HECONNIacH ¢ IPOeKTOM JIOKYMEHTA.

4,11. HecormacoBaHHBIM NpPOEKT MOKyMeHTa TpeOyeT JopaGoTKM IO
BBICKA3aHHEIM 3aMEUaHHIM, [TepeoPOpMICHH U NOBTOPHOFO COTJIACOBAHUS.

4,12, Ecnu npu mopaborke MpOeKTa JOKYMEHTA HUCIOJHHUTENE NpHHUMAeT
pellleHHe He YYHTHIBATH 3aMedaHHe (3aMe4aHMA) JHLA (JHL), YYaCTBOBABIIMX
B COTJIACOBAHHH, HCHONMHHUTENEM TLOTOBATCA peecTp HEYYTCHHBIX 3aMETaHuM,
KOTOPHIi BMECT€ C TPOEKTOM JOKYMEHTAa MpPENCTaBIACTCA PYKOBOAMTENO
OpraHH3alEl HIH UHOMY  YIOJNHOMOYEHHOMY WM  JXO/DKHOCTHOMY JMLY,
MOATHACHIBAIOMIEMY (YTBepXKAaIoeMy) I0oKyMeHT. PeecTp HeyYTeHHBIX 3aMedaHHH
HOZAMUCEIBAETCA PYKOBOAUTENIEM CTPYKTYPHOTO NOAPA3AEIEHUA-HCTIOMHATEN .

4,13, Pemenvie 0 TOM, IIPHHUMATE WAH He NIPHHUMATE HEYUTEHHbIE 3aMe4aHNA
MPHHAMAET PYKOBOOHUTEb.

B ciyuae eciin pyKOBOAWTENb NPHHEMAET PELICHHE O HEOOXOMUMOCTH y4eCTh
3aMevaHus, OTKIOHCHHbIE MCIONHHTENEM, HCHONHHTENL A0OpPabaTEIBACT NPOSKT
NOKYMEHTA B COOTBETCTBHU ¢ BRICKA3aHHBIMH 3aMeYaHHAMH.

Eciiy pyKOBOAHUTEIE COTSIANIAETCS ¢ MHEHUEM HCIIONHATENs], OH MOAMNNCHIBACT
(yTBepkOaeT) JOKYMEHT.

4.14. JIOKyMEHTBI, HM3JaBaeMble OT HMEHH OpraHu3aluH, MNONMUCHIBAIOTCS
PYKOBOIUTENEM OPTaHU3alMH WIH HHBIMH YIIOMHOMOYCHHBIMH UM JO/DKHOCTHBIMH
TMIAMH  (3aMeCTHTENAMH  pPYKOBOAHTEAA  OpPraHM3alliF,  PYKOBOAHTEIIMH
CTPYKTYPHBIX Il0pa3feNeHuH, HHBIMH JODKHOCTHBIMH JIMLAMH B COOTBETCTBHH € HX
KOMIIETEHIMeH, OnpeaenseMoil NOBEPEHHOCTAMHM Ha BBIIONHEHHC ONPEeICHCHHBIX
neficTBMM OT MMEHH OpraHHM3alyd, BHYTPEHHHMH HOPMATHBHBIMH AOKyMCHTAMM
OpraHu3alym).

4.15. OtnensHBIE BHIBL BHYTPEHHUX JIOKYMEHTOB (cmyxeOHBIE,
0OBACHUTENBHBIC 3ANHCKH) HAa HMA PYKOBOAMTENA CTPYKTYPHOPO NOAPa3ACHEHUA
MOATIMCHIBAIOTSS UCIIONHHTENEM (COCTABHTENEM), €CIIH paspelliaeMble NpH 3TOM
BOITPOCH! He BBIXOIAT 3a MPEACHBI €10 KOMICTCHIHH,
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4.16. JIOKyMEHTHI, HANpPABNSEMBIC B BHICIINEG OpraHbl TOCYIAPCTBEHHOM
BIACTH, HA MM MEPBLIX PYKOBOAUTENEH ¢enepanbHEIX OPTaHOB HCIIOTHUTENBHOM
BIACTH, pyKoBoAMTeJeH CyOLeKTOB Poccuiickoii ®Pepepaurn H 3apyOeKHbIX
rocyJapcts, TNOAMHCHBAIOTCA — PyKOBOJMTENEM opraHMzallAd WM JHIOM,
HCIONHAIONAM €70 00A3aHHOCTH.

4.17. JlokyMeHTB], HampasiieMble B NMONBEJOMCTBEHHREIE H CTOPOHHHE
OpraHu3aIyH, TONMHCHIBAIOTCA 3AMeCTUTEAMA PYKOBOAMUTENS OPTaHA3AIMH, HHEIMI
JOMKHOCTHRIMH JTHIAMI OpTaHU3alliH B COOTBOTCTBUH C npefocTaBAECHHBIMA HM
NOXHOMOTHAMH.

4.18. JlokyMeHT IIOJINUCHIBAETCA MABYMA WIH fonee NHMUaMH, €CIH 34
comepkaHHe [JOKYMeHTa HeCyT OTBETCTBCHHOCTE HeCKONBKO  paGOTHHKOB
(BOKyMEHTEI, MOATOTOBJICHHEIE HECKONbKHMM  TOJpasAciIeHHAMH  WIH
opraBM3aLMsME, paGotiel IPYMMou, xoMHccueit).

4.19. TlommuceiBaeTeA, Kak MpaBuio, OAHH SK3EMIUIAP  IOKYMEHTa.
COBMECTHEI JNOKYMEHT TOINHCHIBaeTCs B - KOJMYECTBE, COOTBETCTBYIOLIEM
XOJITIECTBY OpTaHu3alMii, CO3/IABIIHX JOKYMEHT.

Ilpy HampaBleHHW NNAChMa KA BHYTPEHHErO HH(OPMALMOHHO-CIIPaBOTHOrO
XOKyMEHTa HECKOJbKHM alpecaTaM (ge Gonee HETHIPEX) MOMAMUCHIBACTCS KaK(BIH
OTIPABNIAEMEL 9K3EMIUIP ZOKYMEHTA.

4.20. Tlonmuck Ha JOKyMeHTe O(OPMIACTCA B COOTBETCTEMM C IyHKTAMH
2.47, 2.48 IlpuMepHOH HHCTPYKILIUH.

4.21. YiBepKneHre JOKYMEHTA NPOH3BOAUTCAH:

HenoCpeJICTBEHHO PYKOBOJHUTENeM — [POCTABICHHEM co6CcTBeHHOPYIHOM
IOIBHCH B Ipide yTBEpIKICHHS,

IIPUKA30M OPraHH3aliiK.

4.22. VTBep:KAAIOTCS TpaBHia, [MONOKCHHA, HHCTPYKLHH, PeTiaMEHTHI,
HEKOTOpSI¢ BHAbl AKTOB, IVIaHBl, TMPOTpaMMBbl  H Apyrue  JIOKyMEHTBI,
YCTAHABIHMBAIOIIHC HOPMBI WHIH DACCUMTAHHBle Ha JUINTCIBHOS IPHMCHCHHC
(mpunoxerne Ne 10).

Odopmierne rpuda YTBEpPHACHHS IPOM3BOUTCS B COOTBETCTBHH ¢ ITYHKTOM
2.41 TipuMepHOH HHCTPYKLMH.

4.23. TMoanuch pyKOBOXHTE/A OPraHU3alHH UM MHOTO YIOJTHOMOICHHOTO M
JHLIA Ha JOKYMEHTaxX, Tpebyrommx 0coBOro yHOCTOBepEHHA WUX NOMIMHHOCTH,
a TAIOKe HA KOTMAK JOKYMEHTOB M BBIIACKaX H3 HOKyMCHTOR 3apepAeTcs MeYarbio
(mpmwiokenue Ne 11).

[MeyaTh Ha [OOKYMEHTe IPOCTAaBNAETCS B COOTBCTCTBHH ¢ MyHKTOM
2.49 IpuMepHOH HHCTPYKIIHH.
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V. OpraHnsauus foxyMesiToofopoTa

5.1. JIoOKyMEHTOOBOPOT BKIHOYACT BCIO OCNeHOBATEBHOCTD nepeMeIeHAN
LOKYMEHTOB, 2 Talke OnepaliH, coBeplIacMble ¢ HOKYMEHTaMU B npoliecce HX
co3aHns B HenonHeHns (monydeHue, OTIpaBKa, NMpeOBapHTENBHOS paccMoTpeHue,
perucTpalyd, pacCMOTPEHUE PYKOBOIHTEIIEM).

5.2. Lens opranmu3ailiy JOKyMeHTO000pOTa — obecriedicHHe CBOEBPEMEHHOTO
TIPHHATHA YIIPaBICHIECKHX pemieHnA# M HX HCILOMHEHWA. 3anaya JOKYMEHTOOGOPOTA
— OpraHM3CBaTh [BHXCHHE JOKYMEHTOB IO HAUMEHES KOPOTKOMY TyTH
c MAHMMAJBHBIMA 3arTparaMu Tpyla H BpeMeHH, B YCIOBMAX 3NEKTPOHHOTO
HoKyMeHToo6opoTa — obecrieuuTh NOCTYI K AOKyMEHTaM nonp3oBateiM CI
3 COOTBETCTBYH C IPEAOCTABICHHBIMU UM IPABAMH.

5.3. B ycuoBHAX NpUMEHCHH CO, B opraHH3aliH ACTIONb3YIOTCA
3NEKTPOHHEIE NOKYMCHTEI, 8 TaKKe 3/1eKTPOHHBIC KOTHH JIOKYMCHTOB, MONy4EHHBIS
B pe3y/bTaTe CKAHUPOBAHHA JOKYMEHTOB Ha OyMaXHOM gocurene. JIOKYMEHTHI
OpTaHH3ALHN, HMEFOIIUE BpPEMEHHBIC CPOKH XPaHCHWS (a0 10 ner BKJIFOYHTENBHO)
MOCYT CO3LABaThCH, XpaHUTHCA H HCIIONB30BaThCA HCKIMIOMHTENIBHO B dopme
9J1eKTPOHHBIX JOKYMCHTOB.

Tlepedens AOKYMEHTOB, CO3MaBacMbIX, XpPaHHMBIX H HCIIONb3YEMBIX
HCKITFOUMTENHHO B (POPME HIEKTPOHHBIX LOKYMEHTOB, yTBEPIKAAeTCA PYKOBOJHTEICM
OpraHU3aIUH.

5.4, Opragusanys ABHKCHHA fOKyMeHTOB B YCIOBHAX 3NEKTPOHHOIO
OKYMEHTOOGOpOTa  OCYINECTBIACTCA B COOTBETCTBHE ¢ perJIAMCHTHPOBAHHBEIMH
MappyTamH, pa3spabarTsiBacMbIMH CayxGoii  JeNonpon3soicTsa. MapLpy Tl
JIBHKCHHA opraHH3auuoun0-pacnopanmenmmx [OKyMEHTOB  JIOJDKHEL OLITE
ONTHMATBHBIMH [0 3aTpaTaM BPEMCHH, HE JOJDKHBL JIOMyCKaTh AyCmHpyIOmHuX
omepauuii 4 BO3BPAaTHBIX IBIDKeHHH, He 00YCIOBICHHBIX nesoBoit HeoOX0ABMOCTHIO.

5.5. Opraduzanus HOKYMEHTO000pOTa OCHOBBIBACTCA Ha NPUHIANAX:

[€HTpaNH3aliH omepalHii [0 [pHeMy 1 OTIIpaBKe IOKYMEHTOB;

pacnpefiesieHus] JOKyMEHTOB Ha JOKYMEHTOIOTOKH, MMCIOIIHE OIUHAKOBBIH
MapuIpyT (MapiIpyTH3alus NOKYMCHTOB),

OpraHu3allfy [peABapUTCIBHOrO PacCMOTPEeHHs BXOAIIHX JOKYMEHTOB;

HCKITIOYUEHHA BO3BPATHEIX IBWKEHHA HOKYMEHTa, HE 06yCnOBICHHBIX AenoBoii
HeoOXOAMMOCTBIO;

ONHOKPATHOCTH PETHCTPALMK JOKYMEHTOB,

yCTpaHeHHs Heo0OCHOBAHHEIX COTIacOBaHKH MPOSKTOB AOKYMEHTOB;

BpeMeHHOH  perJlaMCHTAIlHH omepanui 1O o6paoTke, PaCCMOTPEHHEO
¥ COTJIACOBAHMIO JOKYMEHTOB.
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56. B mokymeHTooGOpOTe OpraHu3allii BBLIIEIAIOTC JOKyMEHTONOTOKH:
pxonsime (MOCTyNalonme) AOKyMEHTHI, ucxomane (oTnpasiseMbie) JOKYMCHTBE
BHYTpeHHUE JAOKYMEHTHL. B cocrabe BXONANMX M HCXOLAIEX JOKyMEHTOR
BEIICTISIOTCA:

[OKYMEHTBl  OpraHos rocyapcTBeHHON  BIACTH, OPraHoB MeCTHOI'O
caMOyIpaBJIeHMs;

ZOKYMEHTHl (PUIHAIOB 1 TEPPUTOPHATIEHO 060COGIEHHBIX TIOAPa3IeICHUH;

IOKYMEHTbI M3 NOCYIapCTBEHHBIX H HeroCyAapCTBEHHBIX opraHu3anpi;

3ampockl JemyTaToB TocynapcTBeHHO#H [lyMbl B WIEHOB Cosera Pemepallu,
JeNyTaToB  3aKOHOAATENPHBIX opraHoB CyOBEKTOB Poccuiickoii  Denepalttiy
H OPTaHOB MECTHOTO CaMOYTPaBIECHIUA,

oBpaleHn rpaxaan;

JOKYMEHTHl H3 MPaBHTEILCTBCHHBIX H HEMpaBUTE/IBCTBCHHBIX OpraHH3aiMii
3apyOeXHBIX CTPaH U APYTHe FPYIIE] AOKYMEHTOB.

5.7, llocTaBKa H OTNpaBKa IOKYMEHTOB B OpraHM3aiHi OCYIECTBILAIOTCA
CpeacTBaMH TIOUTOBOIl CBS3H, (eNbABETepeKol H KyphepcKoii CBsA3H, HapOuHbIMA
W pasiEdHEIME BUJAAMH DIEKTPOCBASH (haxcuMunbHad, Tenerpaduast, TenedoHHas,
9jleKTpOHHaA novTa, CHCTEMA MEKBELOMCTBEHHOTO QJIEKTPOHHOTO
NOKyMEHT0000pOTa (MC-)JIO)”, CO/0).

5.3. B opraHu3allfio JOCTaBJIAeTcH KOPpECTIOHAGHIHMS B BALE THCEM,
[IOUTOBHIX Kaprowek, Gammeposell W MAKETOB, HedyatTHBIX H3OaHUH, TenerpaMm,
dakcorpamy, TenedoHOTPAMM, 3IEKTPOHBBIX JOKYMEHTOB M SICKTPOHHBIX KOTIHH
XOKYMEHTOB.

5.9, TlpHeM J[OKYMEHTOB OCYLUECTBIIACTCA CmyxGo#i IeNnonpoH3BOACTEA.
JIoKyMeHThl, TOMy41eHHEIC pafoTHHKaMH OT JpyTHX opraHusalmii, TalKe
nepenatores B Cyx6y enoNpOM3BO/ACTES [UTA PETHCTPALIAN W/HITH yeTa.

5.10. Bee mocTyNHBIIME B OpraHU3alifio HNOKYMEHThI TOZJIeXaT nepBHYHOH
0BpabOTKe, BEMOYAIOIICH:

MpoBepKy NpaBUIbHOCTH HOCTABKH JOKYMEHTOB;

MpOBEPKY NENOCTHOCTH YIAaKOBKH (KOHBEPTOB, [IZKETOB);

BCKpbITHE YIAKOBKH (33 HCKIIOYMCHHEM KOHBEPTOB, MAKeTOB C IOMETKOM
«JTuyBO» 1 TpadaMu orpaHKenns T0CTyMa k NOKYMEHTY);

TPOBEPKY HENOCTHOCTH BXOIALIAX JOKYMEHTOB, BKIIFOUas IPHAOKEHHA,

YHUITOXKEHHE KOHBEPTOB, [AKETOB WK YIIaKOBKH,;

TIPOCTABNeHHE OTMETKH O TOCTYIUIEHUH JOKYMEHT4 B OpraHH3aluio.

5.11. Omu6odHO NOCTABCHHBIE TOKYMEHTEL MepechHIAloTC O HA3HA4CHHUIO
WMy BO3BPALAIOTCS OTNPaBUTENIO. JIOKYMEHTHI, [OCTYNUBIIHE B [OBpEXACHHON

2 Tlnq rocyAapCTREHHELX OPranH3aiili — yHacTHHKOR M3J0.
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yITakoBKe, MPOBEPSIOTCS HA LENOCTHOCTD, B TOM qHciie HA HATHYHE MeXaHW4eCKHX
TOBpPEKACHUH.

[TouTOBBIE OTIPABNEHHAS, HECTAHAAPTHEIE 110 BECY, pasMEpY, dopme, HMelOILIe
HEpOBHOCTH TO GOKaM, 3aKNeCHHBIE JMMKON TeHTOM, HMeolde CTPAHHbBIA 3amax,
LBeT, TPEANONOKATEIbHO MMCIOMIHEe BROKEHNT, HE XapakTepHble AL MOYTOBBIX
OTTIpaBleHuif, He BCKPbIBAIOTCA. O mnofyyeHHH TONO3PHTENBHOFO NOYTOBOTO
OTTIpaBNeHys JIOKNAIbIBaeTC  PYKOBOIMTEIIO Crnyx0sl  JENONpOU3BOACTBA H
B ciyx06y GesonacHocTH (NpH ee HAITYWH).

5.12. [Tpu NOCTYNVIEHUH BXOJSALIETO AOKYMEHTA B TMIOBPEXKISHHON yNaKoBke,
TIOBPENICHHH JIOKYMEHTa, NpU OTCYTCTBHA B KOHBepTe (TakeTe) AOKYMEHTA, €ro
qacTH WAM TPHIOKEHHH K HEMY, @ TAKXe NpH OTCYTCTBHH TIOAIMMCH Ha BXOJANEM
NOKyMeHTe COCTaBIAeTCA KT B JBYX sK3eMIUIApax Ha OyMa’KHOM HOCHTEJE,
TOMUCHIBaEMBbIii ABYMs paboTHUKAMH Cryx681 Je10npon3BOLCTBEA.

OfguH SK3eMLLAp akTa BMecTe C BXONAINM JOKYMEHTOM HW €ro
MpHIOKEHNAMH NepeiaeTca Ha NpelBapUTeNbHOe PACCMOTpPEHYEC H PErUCTPAlHIO,
BTOPOH SK3EMIUIAD AKTa BRICHLIACTCA OTIPABHTENIO.

5.13. KomBepThl, MAaKeTsl HAH YHaKOBKA COXpAaHMIOTCS W  MPHIIAraloTcs
K BXOOALINM JOKYMEHTaM B CIydasX:

ecJIH TOMBKO TIO HIM MOYKHO YCTAHOBHTB OTHPABUTENA WK NaTy OTIpaBJIeHuA;

ec/Td BXOMLLIIAN TOKYMEHT IOCTYIIHN MO3XKE yKa3aHHOTO B TEKCTe JOKYMEHTa
CpOKa HCTIONHEHHUS MIIA JAThl MEPOMPHATH;

npu GOJBIIOM PACXOKICHHHM MEKAY ZAaTaMH MOAMHCAHUA H TONyYCHHA
JIOKYMEHTOB.

IMocie 3aBepiuerus paboThl ¢ JOKYMCHTOM KOHBEPT BMeCTe C JOKYMEHTOM
[MOMeIIAeTCs Ha XpaHeHHe B JIENO.

5.14. KoupepTH! (MAKeTH), KMEIOIINE OTMCTKY «JTiuno» («Private»), rpudsl
orpaduueHHA A0CTyna K JOKyMCHTAaM, copepiKalM CBEACHHA KOH(HIEHIMAJIBEHOTO
XapaKTepa, HE BCKPHIBAIOTCA H MEPSAALOTCA:

¢ ormerkoii «JTmuaso» («Private») — HETIOCPEACTBEHHO ajipecary,

¢ rpudamMu orpaHu¥eHHs JAocTyma - B cryxGy KOHOUICHIMANLHOTO
[C/IONPOM3BOACTBA MK PabOTHHKY Cnyx06pl ASAOTIPOU3BONCTEA, B 00513aHHOCTH
KOTOpOTO  BXOAMT ofpa6orka  NOKYMEHTOB,  COBEpXaUlHX CBeACHHA
KOH(MACHIMATIBHOTO XapaKTepa.

515. Bxomgmpe 3NEKTPOHHBIe JOKYMECHTHI, NMOCTYNHBIIHE OT JApYruX
opraHusangii no 37eKTPOHHOH TOYTe, HOCPeNCTBOM CoI wwm M3IJ0
NPMHUMAIOTCS CryxGoit AenonpoH3BOACTRA.

DNeKTPOHHBIE  NOKyMEHTH,  TOCTYMMBIIHC no  nHGOPMAIHOEHO-
TeNeKOMMYHHKAIHOHHBIM KaHagaM " TIOITHCAHHBIE yCHIeHHOH
KBaJTHGUUAPOBAHHOM  TIOATIMCBIO, pemouatorea B COJl  nocine  MPOBCPKH
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3NeKTPOHHON MOANUCH U TOATBEPKICHHUA ec neﬁcmmenbﬂocm” - 3JIeKTPOHHBIC
JOKYMEHThI, MOCTYNUBIIHC OT ApYyrdX OpTaHA3aLMd 1O MEKTPOHHOH TOITE
1 [TOIUCAHHBIE  YCIIICHHOM jeKBanyHIMPOBAHHOA MOAMHCHIO MM npocToi
3IeKTPOHHOH TOZNKCHI0, MPOXOAAT Tpe/[BAPHTENBHOE PACCMOTPEHHS H BKJIIOYAIOTCH
g COJ| mpu HaIHUUH MEKIY OpraHM3alHef-OTIPABUTEICM  H opranusaruei-
mosydgaTeeM — COrjallleHud o6 ofMeHe DJEKTPOHHBIMH  OKYMCHTaMH,
NOANHCAHHBIMU COOTRETCTBYIOLIEH MOMNUCEIO.

5.16. Tleppuunas 00paborka SMEKTPOHHBIX JAOKYMEHTOB, TONyYeHHBIX IO
HH(bOpM&I.IHOHHO—TeJIeKOMMYHHKaLIl/IOHHBIM KaHataM cBa3H (3neKTpoHHas no4ra,
MJJIO, cadT OpraHH3alK) oOT ApYIrHX oprapmsalldii ¥ TpaXzaH, AOIDKHA
COOTBETCTROBATH TEXHONOTHM PaboThl ¢ BXO/AIAMHU JAOKyMEHTAMM.

5.17. (MepruuHas oOpafoTKa AOKYMEHTOB 3aBepIIaeTcs MX PachpefeNcHueM
(COpTHpPOBKOi) HA PETHCTPAPYEMbIC H HeperucTpupyemble (PHIOKCHHS Ne 12)”‘.

5.18. Peructpaupst BXOIAIMX AOKYMEHTOB OCYLIECTBAACTCSA HE3aBUCHMO OT
crnocoba UX JOCTaBKHM OJIMH pas: B CryxGe AeNonpoUsBOACTEA HIIA B CTPYKTYPHOM
nofpa3fieicHIl OpraHdsallid B COOTBETCTBHU € YCTAHOBNEHHOH dopMoit
OpraHu3alAH AETIOMPOU3BOACTEA .

JloKyMeHTBl, TOCTymaiolmue M3 JPYTHX OpTaHH3auuH HEIOCPEeACTBEHHO
B CTPYKTYpHBIE TIOAPa3ACICHHsA, HO Tpebyromie PacCMOTPEHAA PYKOBOJICTBA,
nepenaloTes s PErHcTpaitid H TpPEeJBAPUTENBHOCO PACCMOTPEHNA B Cuyx0y
ACOTPOU3BOJICTBRA.

5.19. PerucTpanysi BXOUAUMX AOKYMEHTOB ocylmecTBigeTcss B ACHbR HUX
NOCTYIUIEHHA HIH HA cnemytouuii pabounii AeHb TpH MOCTYTICHHH AOKYMEHTOB
B KOHII¢ paboyero XHA UIH B Hepabouee BpeM.

PermcTpaims o0palieHul TpaxIaH ocyllecTBIACTCS B TeHEHHE TPeX Iuei
¢ MOMEHTA HOCTYTUIEHA OGpateHs

520. CBefileHnss O TOCTyMHABLIEM JOKyMEHTE BHOCATCH B 3AEKTPOHHYIO
PEruCTPallAOHHYIO KapTOUKY (OPK) C3OH, win pPErucTpalOHHO-YIeTHYIO dopmy

3 PagueHayanbHoH HHCTPYKLUHEH O AENONPOM3BOACTBY MOXKET 6LITh TIPEXYCMOTpPEHA pacrietaTka
JOKYMEHTOB, OCTYITHBIOHX B JopMe FNEKTPOHHBIX AOKYMEHTOB, C MoceAyIOWEH OpraHH3aHeH paboTsl
© HUMM K3K ¢ IOKYMEHTaMB Ha GyMakHOM HOCHTENE.

" K noxymeHTaM, He MOISKAILIM PeTHCTPALINAN, OTHOCATCA IOKYMEHTE, ne TpeGylomMe UCTIONHEHUA H HE
copepKalIHe HHHOPMALIHK, HCHONB3YEMOLi B CHIPABOUHBIX IEsX.

15 B ynAMBHAYaNsHON HHCTPYKLHH 1O J€/IONPON3BOACTRY YCTAHAB/IMBACTCA MECTO perucTpauiy BXOMAIINX
JOKyMEHTOB {LCHTPAJIH30BasHO — B Cyxbe AesonpoH3BOACTBA HIH B Cryxbe Aenonpou3BONCTEL
¥ CTPYKTYPHbIX nospasAeeHUAX), 4 TAKKE criocof perueTpante (B C3/J[ v B PerHCTPALdOHHO-YHETHBIX
dopmMax Ha OyMaKHOM HOCHTENE).

1° ®epepaneHpiit 3aKOH OT 2 mas 2006 7. Ne 39-03 «O mopaike PaccMOTPEHHA obpallicHuii rpaKaaH
p Poccniickoil Meaepatuin (Cobpanne 38KOHONATENBCTEA Poccuiicroit ©encpaiivH, 2006, Ne 19, cT. 2060;
2010, Me 27, ct. 3410; Ne 31, c1. 4196; 2012, e 31, cT. 4470; 2013, Ne 19, cT. 2307; Ne 27, c. 3474; 2014,
Ne 48, ¢t. 6638; 2015, Ne 45, €1 6206; 2017, N2 49, c1. 7327).
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Ha GyMa)kHOM  HOCHTeNle, a  TOCTyMHBILISMY DOKYMEHTYy  MPHCBAaHBACTCA
PETHCTPALMOHHELH HOMED.

PerucTpaliiOHHEIA HOMep BXOASLIEre JOKYMEHTA COCTOMT H3 NOPANKOBOIO
HoMepa NOKYMEHTa B THpeieliaX KajleHIapHOro roaa, KOTOpBIH MoOXeT OHThH
nononHeH OAGPOBEIME HIIH 6yKBeHHO-IM(POBHIMH  KOZAMM (uHAexcaMHu) 10
HCIIONB3YyEMbIM Knaccﬂcbﬁka'ropam".

521. Ha Bcex 3apericTpHpOBaHHBIX JOKYMEHTax, 3a MCKITFOUEHHEM
JIOKYMEHTOB, NMOCTYNHUBIIHX B dopMe IEKTPOHHEIX JOKYMEHTOB, NPOCTABIAIOTCA
OTMETKH O TOCTYIUIEHUH HOKYMEHTa B OpPTaHH3aIHIO. B oTMeTke O MOCTYIUICHUN
gokyMenTa (GHKCHpYIOTCS JiaTa MOCTYINCHUA (np#  HeOGXOMMMOCTH — BpeMi
MOCTYILICHHES B 4acax i MUHYTaX) i BXOJIAIINHA perACTpaltinoHHEI HOMEP NOKYMEHTA
B COOTBETCTBHH ¢ MyHKTOM 2.36 TIpHMepHOH MHCTPYKLIHH.

5.22. JoKyMeHTEl, MOCTYMHBIINE HA GyMaXXHOM HOCHMTENC, CKAHHPYHOTCA,
3NeKTpPOHHasd KONHA MCKYMEHTa BKMOYAeTCd B CHJ] u nprcoemunsierca ¥ OPK
AOKyMeHTa.

5.23. KoppecnonfieHuys Ha  HHOCTPAaHHBIX  f3bIKax, anpecoBaHHaA
PYKOBOACTBY OPTaHHM3ALHH, IIOCNC POrMCTPAlH B CayxGe aenonponN3BOACTBA
nepesiaeTca B COOTBETCTRYIONIEE NIOPasAeNeHAE HITH pabGoTHMKY OpraHM3aluH JUii
mepesofia M TOCHEAyIOeH mnepefadd Ha paccMOTpeHHE PYKOBOACTBA. Wuas
KOPPECTIOHACHIMA HA HHOCTPAHHBIX  A3BIKAX mepeaaercd M0 HA3HAYCHUIO
HeToCPENCTBEHHO B CTPYKTYPEBIC TIOAPAsJeTCHHA.

5.24. TipenpapuTeAbHOE PacCMOTPEHHE MPOBOIHTCA B NCIAX pacnpefeneHus
MOCTYNAIOUWMX B OpraHW3alyio JAOKYMEHTOR Ha Tpebytomue 06A3aTCIPHOTO
paccMOTpeHns PYKOBOACTBOM OpraHusalin H HaNpaBisieMble HEMOCPEACTBCHHO
B CTPYKTYpPHEIE TIOApa3/ieNICHUA.

5.25. lIpenBapuTenbHOE paccMOTPEHHE BXOJAMHX JIOKYMEHTOB
ocywmectaaaerca B CryxGe eNOMPOU3BOACTEA NOCTS perncTpalyH JOKYMEHTOB.

[IpenBapHTenbHOS PACCMOTPEHHE MOXCT NPOBOAUTECA 0 perucTpanuy
BeCIydae — [OCTYINISHMA  JOKYMEHTOB  C OTMETKaMH, TpeOyIOLMHA
He3aMeTHTEABHOTO PacCMOTPEHHs U ACTIONHEHHS NOKYMEHTA.

5.26. TMpenpapuTenbHOMY PACCMOTPEHHIO MOATEKAT BXOIUIIIHE XOKYMEHTEL,
aJipecoBaHHble B OPraHN3allio U Ha HMA €6 pYKOBOANTENS.

JIOKYMEHTHI, aJIpecoBaHHBIC nompasaeIeHHM, PYKOBOZAUTEIISIM
noApas¢icHHN H CHSIMANNUCTAM, [IEPEJIAtoTCA B CTPYKTYPHBIE MOAPa3JIeNeHHs Oes
TpeIBAPUTENLHOTO paccMOTpeHHs .

7 CrpyKTypa PETMCTPALMOHHOTO HOMEpA BXOIAWICro JOKYMeHTa onpefiensiercs HHMBUIYAILHOH
AHCTPYKLMHEH [0 ICNONPOM3BOACTBY OPraHM3ALVK.

8 Cocrap ZOKyMEHTOB, MOMVISKAIWX TEBAPHTENbROMY PACCMOTPCHHIO B OPTanH3AIiiH, MOMXET OLITH
KOHKDETH3NPOBAH B HHIMBH/TYANHOH HHCTPYKUNH [0 AENONPOH3BO/ICTEY.



49

5.27. [peaBapuTelbHOE PacCMOTPEHHE OCYINECTBAACTCA HUCXOAd U3 OLIEHKH
CONEPIKAHHS BXOJANMX JOKyMEHTOB, C YIETOM YCTaHOBJICHHOTO B OpTaHW3alMA
pacmpeacneHud  QYHKIHOHATBHBIX obs3aHHOCTE  MeXKAy  PYKOBOAMTENEM
OPTaHW3AIHH, €0 3aMECTUTEIAMH, PYKOBOXUTENAMA CTPYKTYPHEIX noApa3aencHHi.

528, TTo pesynbTaTaM NpeBapHTeNBHOr0  pacCMOTPCHAA JIOKYMEHTEI
pacIpenessIIoTCs Ha JOKYMCHTOROTOKH, HANPaBNIeMbte:

HA PacCMOTPEHHE PYKOBOAUTENS OpraHu3aliu (NOKYyMEHTSI, MOCTyIalomue 13
OpTaHOB [OCY1apCTBEHHON BAACTH, OPTAHOB MECTHOTO caMOYTMIPABIEHHUS, JOKYMEHTHI
110 HaHGOJEee BAXHBIM H IPHHIMANHATBGHEIM BONPOCaM ASATSIEHOCTH OpraHu3alfn);

Ha  pacCMOTpEHHe  3aMeCTHTeNiel  PYKOBOAMTEINA (IOKYMEHTHl  TI0
HAMPABJICHIAM JESTENBHOCTH, KypUpYyEMBIX COOTBETCTBYIOHINMH 3aMECTHTEIIMA);

Ha pacCMOTPEHHE HHBIX PYKOBOAUTEIEH, TABHBIX H BEIYIIAX CTIELIHANACTOR;

HAa pACCMOTpeHHeé M HCTOJIHEeHHe B CIPYKTYPHBIC noapasgencHud o
HaIpaBIEeHAAM KX NEATEIBHOCTH.

529, Mo 3aBeplICHMH [PENBAPATENBHOTO PAcCCMOTPEHHI  HOKyMCHTRHI
NepeNialoTCsl COOTBETCTBYIOMUM DYKOBOAUTENAM Ast PaCCMOTPEHHS. M BBIHCCCHHA
pesomonuit (ykazaHui no HCHOMHEHHIO).

5.30. PaccMOTpeHHe JOKYMECHTOB DPYKOBOTHUTEICM OCYIeCTBIACTCS B JEHB
mepeaud HOKYMEHTOB PYKOBOIHTENO WIH Ha cneAyromui pabounii AeHs, eCiy
IOKyMEHTHI IIepeJaHEI PYKOBOACTBY B KOHIIC pabodero JHA.

TTOXyMEHTH, TpebyrolMe CPOYHOTO PAacCMOTPEHHA, & TAKKe TENerpaMMEL
p TenedoHOrPaMMBI PacCMaTpHBAIOTCA PYKOBOAHTEIEM He3aMeUTHTEIBHO.

5.31. Pe3ynpTaTsl pacCMOTPeHHH IOKYMEHTa PYKOBOIHUTENEM OpraHH3alvH,
ero 3aMeCTHTENSMH, DPYKOBOIHTENAMH NoApasfeNeHHH odopMISIOTCH B BHIE
pE30NIOLHUH B COOTBETCTBHY C YHKTOM 2.43 TTpumepHO HHCTPYKIHH.

5.32, CeelleBHs O pe30AIOIHH (MCHOMHHTE/b, COACPKANUC NOpYUEHHd, CpoK
ycnonHeRKa) crenHamicToM CaykGbl JeIOTnpPOHIBOACTBA BHOCATCA B APK COJ,
{ocie Hero HCIONHHTENH TOMYYaloT AOCTYN K 3MEKTPOHHOMY JOKYMEHTY HIH
3]IEKTPOHHON KOMHK JOKYMEHTA, SC/TH IOKYMEHT NOCTYIIAN Ha GymaXHOM HOCHTEIE.

5.33. JloKyMeHTBl, NOCTYNIAOHe Ha GyMaXHOM HOCHTeNne, MOCHe HX
pETUCTpALIHM, BKIIOYEHHS B CHJI B BUAE DNEKTPOHHBIX KOMHil W PacCMOTPCHHA
PYKOBOACTBOM TIEPEAALOTCA B COOTBETCTBYIOMAC CTPYKTYPHSBIE NOJpa3jeNneHut Ha
JeTIOMHEH e MM ToMenatoTes B fesio B Cryx6e nenonponsBoacTea B COOTBETCTBHU
¢ HOMEHKJIaTypOH Ae)1 OpraHH3aliy.

Jns dukcanun dakTa Nepefaid BXOMAWX JOKyMECHTOB H UX Komuil Ha
GyMakHOM HOCHTENE HCIOJHHTENSIM B CTPYKTYPHBIC noapasgeNscHud MOTYT
VICIIONB30BATHCA HKyPHAIEI (PeeCTpHL) Niepe/iady NOKYMEHTOB.

534, Ilpu  OymMaXHOM JAOKYMEHTO0GOpoTe  MOJIMHHMKA  BXOMALIMX
JOKYMEHTOB, B Ciyuae Ha3HA4CHHA HECKOMHKHX UCIIONHUTENEH TepenajoTcs
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OTBETCTBEHHOMY HCNIONHUTENIO,  OCTAJbHBIM ucnoympresism  Cryx6a
JIeTONPOH3BOACTBA NIEPeAaeT KONUH IOKYMEHTA.

5.35. Wcxonaluie TOKYMEHTEl, 3aBH3HPOBAHHKBIC BCEMH 3alHTePEeCOBAHHBIMUA
AMIAMY ¥ [OANHCAHHBIE PYKOBOZHUTENeM WM HHEIM YIOJTHOMOYIEHHEIM HM JIHLIOM,
PErHCTPUPYIOTCA B Cuyxbe nenonpou3BOACTBa OpraHi3aluy.

536, Perucrpauys HMCXOMIIMX HNOKYMEHTOB ocylecTBisercas B ACHB
NOATHCAHHS HIH Ha Cieytommuit pabodni eHs, ¢CIH [OKYMEHTHI OBUIH TOAMHCAHEL
B KoH1le pabouero JTHI WK B uepaboyee BpeM.

5.37. llepen perucrpanmnei HCXOIAIIUX JAOKYMEHTOB Cryx6a
NENONPOM3BOACTBA TNIPOBEPsET MPABUNBHOCTE odopMIeHHI TOKYMEHTOB (B TOM
gpcne Haipdpe MOANHCeH, BH3, MPABWIRHOCTh HAlHCAHHA aJIpECOB), 4 TAIOKE
yKa3aHHBIX B HCXOIAMMUX IOKYMEHTAX MPHIIOKEHHH, COOTBETCTBHE KONMUECTBA
K3eMILISIPOB KOMMYECTBY 2[APEcaTon NO yKa3aTelto PACCHUTKH, HAJIA1HE OTMETKH 00
HCIIONHHUTEIE.

538. Tpu  perucrpauiy  HCXOAAIMICTO mucemMa B COJl  cBenACHHA
00 oTTIpaBIAEMOM AOKYMEHTE duxcupyrorea B OPK, ¥ KOTOpOii MPUAKPETUIACTCH
3JIeKTPOHHAL KOTIHSA OTAPaBAAeMOro IOKyMEHTA.

Eemm DPK Gouia cosaara 8 CDJI npu MOATOTOBKE NPOCKTA IOKYMeHTa, TO TIpH
PerMCTpallil  HCXOJMMIETO  JOKyMEHTa B Hee po0aBIAIOTCA  CBEJIEHHA
0 PEruCTPalOHHOM HOMEPE, NaTe perTHcTpALiMK M APYTHE CBEICHHA 06 HcxoMIeM
JIOKYMEHTE.

5.39. PerucTpalOHHBIA HOMEP HCXOMAIIETO JIOKYMEHTa JIOJKeH COCTOSTE M3
konoB (MHAEKCOB) B COOTBETCTBHM € TIPHMEHAEMBIMH KnaccHpUKaTOpaMK
¥ TIOPAAKOBOTO HOMepa AOKYMEHTa B IIpeaenax KaJIeHJapHOTO roJia.

Jlata perncTpalpd H PETMCTpAllORHBIH  HOMEP MPOCTABIAOTCA Ha
OTIpPaBAAEMOM JOKYMEHTE, 2 TAKOKE Ha KOTHH YCXOnAIIEro AOKYMEHT, OCTatomieHcs
B Nele, B COOTBETCTBAM C MyHKTaMH 2.35, 2.36 TIpuMepHOH HHCTPYKIIHH.

5.40. Ucxonsaumi AOKYMEHT, NOAMHCAHHHH PYKOBOMHTEICM OpraHN3arui
YT MHEIM YIOMHOMOYEHHBIM HM JIODXHOCTHEIM JIHIOM, nepesaeTca Ha OTMPABKY,
KOIHA NOXyMeHTa Ha GyMaKHOM HOCHMTEIE C BU3aMH TNoOMellaeTcad B ASNO
B COOTBETCTBHH C HOMEHKIIATYPOH el

JNEKTpORHHEE JOKYMEHTH! MOCNe X MOMMHCAHHA 9JIEKTPOHHOH TOANHCHIO
1 OTNPABKH anpecary XpaHarcs B 6ase naaneix COJ.

54]. B 3aBMCHMOCTM OT coiepxanhi H CPOUHOCTH  JIOKYMEHTEL,
OTIIpaBliieMble W3 OpraHu3aliy, JOCTABIAIOTCA afpecaTaM CpelcTBaMH MIOYTOBOM,
denpaBerepcKoil  CBA3M, CHCNCBASH, KypbhepoM, 3KCIIpecc-TIoTOH, & Taloke
iepefialoTes O KaHAlaM 3JIEKTPOCBASH (bakcuMBANBHAS CBA3D, tenerpad, TenedoH,
3MEKTPOHHAA M0UTa, M3 0, COH).
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O6paGoTKa  KOppecloHAeHUM: L OTIpaBKH  TOYTOBOH  CBA3BIO
OCYIIECTBIAETCA B COOTBETCTBAN C TpapuiaMu OXa3aHMsi yCIyr [IOUTOBOM CBS3H" .

5.42. JIoKyMeHTbl, He HMEIOIIHE afpecHoll YacTH, IPHHUMAIOTCA Ha OTIPABKY
C COMPOBOAHTENLHBIMU THCEMAMH (32 MCKIMOYEHHEM KOMHI PacTIOPAAMTEIbHEIX
JIOKYMEHTOB, Hanpas/AeMBIX B MOBEJOMCTECHHBIC OpraHn3alHu).

Henpapuibao odopMiIeHHbIe JOKYMEHTHL 1 KOppeCTOHICHIIAA HeCTyKebHOro
XapaKTepa K OTIIPABKe HE IPHHAMAIOTCA ! BO3BPAILIAIOTCSA UCTIOHHTENIO.

JIOKyMeHTH,  TOMIeXalllHe  OTIPABKE, NOMKHEL  00pabaThIBaTHCA
H OTIPABIATHCS B eHb UX MOATACAHIA M PErHCTPALHIL WK Ha clefyromuii paboaai
ACHE.

543, JlockIka WIM  3aMeHa  paHec  OTIPABICHHOTO JNOKyMEHTa
OCYIIECTBIETCA 110 YKa3aHHIIO LA, OANHCABIIETO JNOKYMEHT.

5.44. TIpoxoxIeHHE BHYTPeHHAX NOKYMCHTOB Ha jTanax HX TOATOTOBKH
1 ofopMIIeHEA OJDKHO COOTBETCTBOBATE NIPOXOKACHAI0 MCXOJALIHX JOKYMEHTOB,
4 Ha 9TAle HCIONHEHAA — BXOAAMHX AOKYMEHTOB.

5.45. TIpoeKThl pacTOpAANTEIBHEIX JOKyMEHTOB (rpuKazos, pacropsDKeHHH),
OATOTOBNEHHBIX JUIA  IMOANKCaHMs, TOCHE NOATOTOBKH W COTJIacOBaHHA
¢ 3aHHTEpEeCOBAHHBIMU JIMIAMKM TIEpeJatoTcd B Cayx0y JenornpousBOACTEA LI
NpOBEPKY NPABHABHOCTH UX OQOPMIEHIA.

5.46, TlpapunbHO OQOPMIIEHHBIE NPUKA3LL, pacropsikeHHus1 TepefialoTes Ha
MOTHICH PYKOBOAUTENIO OPraHN3aUUH HITH HHOMY YIOJHOMOYECHHOMY HM JIHLTY.

5.47. TloamucaHHble TPUKA3Hl, PACIOPAKEHUA N0 OCHOBHOI JeATenbHOCTH
PeTECTPHPYIOTCH B Cnyxbe ):{enonponsno,ncmazo.

[TpukaszaM, pPaclopLKCHHAM IO OCHOBHOH [AEATENIBHOCTH TIPHCBAHBAIOTCA
nopaaKossle HOMepa (IO KaXAoH rpynne JOKYMEHTOB OTIENBLHO) B Ipeaenax
xaneHpapuoro rofa. TIOpSuKOBBIA HOMEP [OKYMEHT2 MOXeT JOMOJHATHCA
GykBeHHBIM KM UH(POBEIM  HHICKCOM, 0003HAYAIONTHM  TPHHANIEKHOCTD
JOKYMEHTa COOTBETCTBYIOIEH Ipynie JoKyMEHTOB.

CgeneHnd O PerucTPHPYEMBIX INPUKA3ax, pacnopMKeHUAX BHOCATCA B C3/1
Wi B HUHEE PETHCTPALMOHHO-YUETHBIE dbopmbl Ha GymMakHOM HOCHTENS HWIH
B 37€KTPOHHOI HOpME B COOTBETCTBHH C ITYHKTOM 5.54 TIpuMepHONA HHCTPYKIIHH.

1° Mpuxas MupucTepeIBa CBI3M B MACCOBBIX komMyHukaupii Poccniickoli Qenepatuii 0T 31 wrons 2014 1.
Ne 234 «O6 yreepaxacunu [Ipasun okazaHusa ycnyr IOYTOBOH CA3N» (3aperucTpHpoBad B MHHACTEPCTRE
jootmE Poccuiickoi denepalin 26 mexabps 2014, pemcmaunouﬂuﬁ Ne 35442), ¢ WIMeHEHHAMH,
BHeCCHHBIMH MPHKa3oM MUHHCTEpCTBA CBASH H MaCCOBRIX koMMyHUKauuil Poccuifckoit depepaly 0T
13 deppans 2018 1. Ne 61 «O pHeceHuH A3MeHENEHt B MpHKa3 MUHHCTSPCTBA CBA3Y H MACCOBBIX
xommyRHKapil Poceniickolt denepaunn o1 31 mona 2014 r. Ne 234 «OG yTRepKACHHH Hpasnn oxasanuA
yCIoyr MOYTOROH CBA3WY (3aperucTpiposan B MUHHCTEPCTBS woctuuun Poccuiickoi Meacpali 28 mapta
20118 ., perAcTpaLtoHHbIH Ne 50545).

2 [TonroToska NPHKASOE TO JNHYHOMY COCTaBy K TOAMHCAHHIO PYKOBOAMTENEM M HX PErHCTpalthia
OCYECTBNAICTCA TIOAPA3ASCHHEM N0 YIPABISHIIO FIEPCOHANIOM,
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5.48. TlogTHHHUKK ITIPHKA30B (pacTiOpMKEHHil) MO MECTY HX perucTpatrt
$opmupyioTcd B Aela B COOTBETCTBAH C HOMEHKIATYpOH nen opraHu3alui
B COOTBETCTBHH ¢ TyHKTOM 8.20 IIpBEMepHOH HHCTPYKIHHA.

KoMy INpHKA30B, PACIOPSUKEHHI PacchUIAOTCA YICTIONHHUTESIM ¥ MHBIM
3aMHTEPECOBAHHBIM JIHIIAM B 3NIeXTPpOHHOH (opMe HAN HA OyMaKHOM HOCHTENe
B COOTBETCTBHH ¢ YKa3aTe/IeM PaCCHIIKH.

Konum mpuKa3os, PacmopsikKeHHH, pacchUIacMBIC Ha OyMa)KHOM HOCHTENE,
3aBepAIOTCS B COOTBETCTBHH ¢ MyHKTOM 2.51 IIpumepHON HHCTPYKIUH.

5.49. TIpoToKonbl 3ace/laHuH, coBemaHuii, TNPOBOKMBIX PYKOBOLCTBOM
OpraHU3alliy, PEruCTPUPYIOTCA B Cnyx6e Je/lONpOU3BONCTRA WM COKPETapAMU
COOTBETCTBYIOIUX PYKOBOIMTEICH.

ITpoTOKOJIBI sacellaHmii, CoBellaHHH, MPOBOIHUMBIX KOJUIeTRnATbHBIMHA
(coBeMIATENbHEIMY) OPraHaMH, KOMUCCHAME HIH B CTPYKTYPHBIX MMOAPA3NIENCHHAX
OpraHM3aliHe, PErHCTPUPYIOTCA B TI0/Ipa3/cNeHHAX, OTBOTCTBEHHBIX 32 OPraHU3ALHIO
H TIpOBENCHHE MEPONPHATHS. Komuy TakuX MPOTOKONOB TOTOBATCA K Pacchuike
H{ pacCBUIAlOTCS CTPYKTYPHEIM moJpazfeNeHHeM, OTBETCTBEHHBIM 32 OpraHu3aluio
U TIPOBEIEHHE MEPOTPUATHA.

5.50. ITpotokonaM TPHCBAHBAIOTCL MOpSAKOBEIE HOMepa B MNpeaenax
KalleHAAPHOTO TOJIa WK MEPHOTA paboTHl BpeMeHHOH paboyeid IpyIlibl (KOMMCCHH)
10 Ka)kmoii rpyIne MPOTOKOJIOB OTACTBHO.

FloAMHHMKH MPOTOKONOB MO MECTY HX PETHCTPALHH bOpMHUPYIOTCS B Aefa 1O
HOMEHKJIATYpe Al OpraHusaliy B COOTBETCTBHH ¢ myHkroM 8.20 TIpuMepHOT
HHCTPYKUHH.

5.51. BuyTpeHHHE NOKYMEHTHI HA MMs PYKOBOIHTEIA ApYToro CTPYKTYPHOIO
mofipas/ieNieHns pErHCcTpHpyoTea B C3Jl wma (NpH OICYTCTBHH CoH wm
OTCYTCTBUM BO3MOXHOCTH 3apeTACTPHPOBATE BHYTPCHHHH HOKYMCHT B Co1)
PETHCTPUPYIOTCA B MOJpPA3/ICNeHHH, CO3MABIIHM AOKYMEHT. 3aperncTPHPOBAHHEBIH
NOKYMEHT MepefaeTcs HENOCPEACTBEHHO B nonpasaeNeHie — afpecar, B KOTOPOM
TIOBTOPHO HE PETHCTPHPYETCA.

5.52. Tlpu prmouend B COJI BXOMIIMX [IOKyMEHTOB, HX pPerucrpainH,
pacCMOTPEHHH U HCTIONHEHHH B JPK BHoOCATCA cleayroliye CBEICHHA
o ,x[c)Ky:maHTe21 :

a) HAHMEHOBAHME OPTAHH3AIUH (KOppECTIOHIEHTa);

6) agpecar;

B) HaUMeHOBaHME BUJA NOKYMCHTA,

r) HaTA MOCTYNUBIIEro JOKYMEHTA;

1) pEeTHCTpAliHOHHEIN HOMEp MOCTYMHBLICTO NOKYMEHT3;

U Yyazaupeidl cOCTAB CBEJCHHH, BKMIOHAcMBIX B COJI npr perucTpalii ¥ B XOIC PaccMOTpeHHA
H MCTIOJIHCHAS BXOAAINX H HCXOAAIHX NOKYMEHTOB, o6 s3aTe/ier Uil OPraRU3aLMi — YHaCTHHKOB M0,
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¢) MOIKHOCTD, paMMINA W HHHUIHMAIG! INLA, IOANHCABIIero JOKYMEHT,

) JaTa MOCTYTUICHHUA HOKYMEHTa,

3) BXOAAIIMI PErHCTPANHMOHHDIN HOMED;

M) 3aroNOBOK K TEKCTY (KpaTKoe ColepkaHHe NOKyMEHTa);

K) KONM4eCTBO JILCTOB OCHOBHOTO JOKYMEHTA,

M) OTMeTKAa O MpUNOXeHHH (KOJIWYECTBO NpPHIIONKeHMH, ofllee KOIHYECTBO
JMCTOB MPHICKESHUI);

M) CBEIEHHA O CBA3aMHBIX JOKYMeHTaX (HaMMEHOBaHWE BHIA JIOKYMCHTA,
aTa, PerucTPAlHOHHEL HOMEp, THII CBA3H),

H) pesomonua (UCTONHHTEND (HCHONAHMTENH), MOpydeHHe, JOKHOCTHOE
MWL, AaBLIee MOpYUCHUE, AaTa);

0) CpOK HCIONHEHMs JOKYMEHTa,

N) HHAEKC Aela N0 HOMEHKNATYpe Jel;

p) CBeleHUs O Iepeaipecaliii JOKYMeHTa;

¢) OTMETKAa O KOHTpOIIE,

T) rpud orpaHUHEHHs JOCTYIA K JOKYMEHTY;

y)} cBeZeHHsA 00 MEKTPOHHOH MOATIHCH;

) pe3yNbTaT IPOBEPKH MEKTPOHHOH MOAMHACH .

5.53. TIpu skmroueHnd B COJI ucxomamux JoxkymenToB B JPK BHOCATCS
CNENYIOIIHE CBeNCHHA O NOKyMEHTe:!

a) ajipecar;

6)  AOIDKHOCTH, HaMUIHA M MHALMAIEL JINIA, TOANKCABINero N0KYMEHT;

B)  HaiMeHOBaHME BHJA JOKYMEHTa;

T) AaTa JOKYMEHTa,

)  perucTpalHOHHBIH HOMEp JOKYMEHTA,

&)  3aromoBOK K TEKCTY (KPaTKOe CofiepKaHne ZOKyMEeHTa);

)  CBEACHHS O CBA3AHHBLIX NOKYMEHTaX (HaHMeHOBaHHE BHJA NOKyMEHTa,
JiaTa, pECHCTPALMOHHEIA HOMEP, THI CBA3H);

3)  KONHYECTBO JHCTOB OCHOBHOFO HOKYMCHTA;

)  HHZAEKC Jiefa Mo HOMEHKIATYpe IeN;

K)  OTMeTKa O MPWIOKeHHH (KONHIECTBO IPIIOKEHHH, ob1ee KOMHISCTBO
AKCTOB IIPHIICXKEHHIT);

a)  rpad orpaHAYeHHA JOCTYNA K JOKYMEHTY;

M)  [OApPa3sAe/ISHHE - OTBETCTBEHHbIN HCIIOTHUTENE JOKYMEHTA,

H)  CcBeleHHA 00 HICKTPOHHOH NONMHCH.

5.54. TTpu pxmouennn B COJl BHyTpenHHX HOKyMeHToB B DPK BHOCATCK

CNegyXoUune CBSACHHA O ,II,OKyMBHT623I

2 B modatores B CJ, ecin AOCTYMHBIUHIA ZOKYMEHT NOANINCAH YCHIEHHOH IeKTPOHHOH NOATHCHIO.
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a)  HaHMEHOBAaHHE MOAPa3leNIcHHs, NOATOTOBUBLIETO NMPOSKT AOKYMEHTa;

6) HauMeHOBaHHE BHJA JOKYMCHTA;

B)  Jara NIOKYMEHTa;

r)  peTHCTPAlMOHHBIH HOMEp KOKYMEHT3;

I)  IOMKHOCTH, GAMIIIHS U MHUIHAJE] JTHIA, TTOJIUCABIIEro AOKYMEHT;

€}  CBeIeHHA O CBA3AHHBIX NOKYMEHTaX (HaMMEHOBaHHE BHAA JOKYMEHTA,
IaTa, peTHCTPAllHOHHBIA HOMED, THIT CBA3H);

%)  3aroNoBOK K TeKCTy (KpaTkoe comepikaHue JOKYMEHTA);

3)  OTMETKa O NPHIOKeHHH (KONHYECTBO NPHIOKeHHH, 0bIee KOJHISCTBO
JIUCTOB TIPUJIOKEHHR);

H)  HMHOEKC Jefia o HOMEHKIAType e,

X)  YKa3aHHS MO HCIOJHEHHIO JOKYMEHTa (MCIIONHHTENb, MOpyYeHHE, /laTa
HCTIONIHEHUS ),

1}  OTMETKa O KOHTpOJE;

M)}  TpH( OTPaHHYSHHS JOCTYNA K JOKYMEHTY;

H) noJpaszacieHHe (JOKHOCTHOE JIMIIO) — HCHOMHHTENE (OTBETCTBEHHBIH
HCIIOJIHHTEND ) JOKYMEHTA.

JIomomHMTENHO K YKa3aHHBIM CBEACHHAM O BXONANIHX, HCXOMIINAX
¥ BHYTpeHHHUX Rokymenrax B 3PK C3J] MOryT BHOCHTECH HHbIE CBENCHHA.

5.55. Yyer  KonM4YecTBA  JOKYMEHTOB,  IOCTYIIMBIIMX,  CO3JaHHBIX,
OTNPABNEHHBIX 32 OMNpefiefieHHBIH NepHOJ BPEMEHHW, MOXET MPOBOIUTECA 110
OPraHH3aLAA B LEJIOM, IO OTHEIBHBIM CTPYKTYPHBIM IIOApa3fieNIieHHsM, 0 rpynnam
JAOKYMEHTOB, KOpPpeCIOHAeHTaM, MNeHCTBHAM, NpPOH3BEASHHBIM C JOKYMESHTAaMH,
M JpYTHM NapaMeTpaM, HeoOXOAMMBIM I aHaNH3a paboThl ¢ AOKYMEHTaMH B HELIX
€¢ COBEpPIICHCTBOBAaHHUA.

5.56. Ilpu yuere o0beMa AOKYMEHTOOOOpPOTa MOACYHTEIBACTCA KONHIECTBO
JOKYMEHTOB BEIIENeHHOM TpyMnEl. YHeT KOIW4YecTBa AOKYMEHTOB HPOBOAMTCA N0
JaHHEIM COJ, perucTpalliOHHO-YYETHBIX XKYPHAIOB U KAPTOTEK.

5.57. 32 eguHMUy ydeTa  KOnMYecTBa  JOKyMEHTOB  IPUHMMACTCA
¢MMHCTBEHHBIH JSK3eMINIAp AOKYMEHTa (NOJUIMHHHK HIM KOIMS, ecld KOmus —
eIMHCTBEHHBIH OK3EMIUIAP JHOKYMEHTa B OpraHH3alud, HampuMep, KOMHs
HCXOMALIEr0 MAChbMa) 0e3 yuera KOIHH, cO32aBaeMbIX NMPH NeYaTH H KOINHPOBaHHH
(Tvpaxuposanun). KomuH HOKyMEHTOB NpH HEOOXOANMOCTH aHANH3a yMHTHIBAIOTCA
OTHEIBHO.

B (Cocrap cBepenmit, BHOCHMMBIX B COJI npd peructpalyu BHYTPEHHHX AQKYMEHTOB, 34BUCHT OT BHAZ
PETHCTPUPYEMOTO LOKYMEHTA,
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5.58. Pesynprarel Yyuera obBeMa jokyMerToobopoTa B OpraHu3alny
esxerogHo  0000MArTCH Cayx0oit NeNONpON3BOACTEE U TIPEACTABNAIOTCS
PYKOBOACTBY B BHJE 0T1CTA o6 ofpeMe HoKyMeHTo000poTa 3a FOA.

V1. KoHTponk HCHOAHEHHA NOKyMEHTOB (nopydeHHit)

6.1. Kourpons HCNOAHEHMs NOKyMCHTOB (nopyquHi'i) pefercs B DesX HX
CBOEBPEMEHHOTO 1 KaeCTBEHHOTO MCIIONHEHMA.

6.2. KorTposnb HCHONHEHNA JOKYMEHTOB (mopy4enuit) BEASTCL:

pPYKOBOMTENEM HIH HIbIM ROIKHOCTHBIM JIHLIOM oprapy3auyy — HCIONHEHHS
JXOKYMCHTOB (mopydeHmit) N0 CymeCTBY;

Cryxboii  AETONPOH3BOACTEA opranuzauuy M OTBETCTBEHHBIMH 33
NeNIoTPON3BOACTBO B CTPYKTYpHBIX ~TOJIPA3AENeHIEX = CpOKOB MCTIONHCHIA
OKYMEHTOB (nopyyienuii).

B Cruyxbe ASTONPOH3BOJACTBEA LEeHTPaNH30BaHHOMY KOHTPOMIO TIOMTIEXAT
3aperHCTPHPOBAHHBIC JOKYMEHTBl © OTMETKOH O KOHTPOIC («KOHTPOIB»),
npocTaBnsieMoli B COOTBETCTBHH C ITyHKTOM 2.54 TlpumepHoit HHCTPYKUHH,
a B CTPYKTYPHBIX ~TOJNpasAeleHAiAX opraHmsaiu — BCE 3aperuCTpUPOBAHHEIC
JIOKYMEHTHI, TPEOYEOmHe MACIOJHCHHA.

6.3. PacnopapuTe/bHbIe JOKyMCHTE, HPOTOKOJIB sacenaiyii (COBENIAHURA),
coflepXalye TOpYIeHH € KOHKPETHEIMH  CPOKaMH HCTIOMHEHMA, CTapsTCs Ha
KOHTPOJIB 10 KAKAOMY [OPYHEHHIO OTHENbHO.

6.4. KouTponb CpPOKOB HCTONHEeHHs IOKYMOHTOB (mopyuenuii) BKMOHACT
B cebs:

MOCTAHOBKY JOXYMCHTOB (nopyuennit) Ha KOHTPONE;

TIpOBEpKy ~ CBOEBPEMEHHOCTH AOBEZIeHHs JIOKyMEHTOB (mopyveHuit) A0
HCIIONTHUATENCH;

NpeaBapHTENBHYI0 NPOBEPKY } pery/upoBaHme XoJa HCIONHEeHAS JOKYMEHTOB
(mopygenuit),

cusitHe ¢ KOHTpOJIA ROKYMEHTOB (nopy4eHuil);

yuer, ofobuieHHe W aHA pesyAbTaTOB XOAA YCHONHEHN ROKYMEHTOB
(nopyucHHit);

G OopMHpPOBAHHE pykopomuTeneli o X0IC genoxHeHus  JOKYMCHTOB
(11opyyeHHUit) H COCTOAHHH CIIONHATENBCKOM AUCIMNTHHBL.

6.5. Cpoku  HCHONHEHUA JOKYMEHTOB (nopytcHHH) HCYHCTLFOTCA
B KQICHIAPHBIX JHAX.
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Fonu mocnemHuit AeHb CpOKa HCIONHEHMs JOKyMCHTa (nopyueHns)
NpHXOJMTCA Ha HepaGouud JieHb, TO JOKYMCHT MOMNEXUT HUCIOJHEHHIO
B 6 IIDKANIINIA ClIeIyIOMIHE 32 HAIM paGoynH JICHb.

JlaTa MCITONMHEHHA AOKYMEHTA (nopyueHns) GUKCHpYeTCA B BPK COH umi
MHOM PETHCTPALMOHHO-YUETHOMH hopMe, HCIIONB3yEMOH AJIA OTCHSHKHBAHUI CPOKOB
ACTIOHEHHA JOKyMeHTa (TOpY4eHHs ).

Cpoxd  WCHONHEHWI  JOKYMEHTOB (mopyueHuit) ~ yCTaHaBAMBAIOTCA
PYKOBOZUTENEM, HUCXOIA M3 CPOKa, YCT2aHOB/IEHHOTO OpTaHH3aLMEiH, HanpaBHBILICH
IOKYMEHT, WIH CpPOKOB, YyCTaHOBICHHBIX sakonozarenscTBoM  Poccuiickoi
depepanuin.

6.6. JloxyMeHTH! (HOpYHeHHs) ONEKAT HCHOIHEHHIO B CIIeAyFOLHEe CPOKU:

¢ KOHKPETHOH JaTOH HCIONHECHNA — B yKa3aHHBIH CPOK;

6e3 ykasaHuA KOHKPETHOH NaThl MCTIONHEHHA, HMEOMHE B TEKCTe TOMETKY
«BECHMA CPOYHO» — B TeYCHHE ONHONO i, «CPOTHO» — B 3-IHEBHBIH CPOK;
«oTepaTHBHO» — B 10-1HeBHBIH CPOK; OCTANIBHEIC — B cpok He Gonee 30 nueif;

0 MApIAMEHTCKHM 3ampocaM — HE MO3ZHES HeM gepes 15 aHeit co AHA
MONY4YEHHSA;

no zanpocam wieHoB Cosera Qenepani, AeMyTaToB TocynapcTBeHHOH JlyMBl
(IeTyTaTCKOMY 3aIpOCy) HE MO3MHee HEM HEPES 30 mHelt co JHA MOTyYeHHA.

10 MeKBEJOMCTBEHHBIM 3AIPOCaM O MPEJCTaBIEHHH NOKYMEHTOB H (1)
MH(GOPMAIMH B UENSX MPeNOCTaBICHHA roCy[JapCTBEHHBIX W MYHHLMIAIBHEIX
yeayr — 5 pabouux aHeil co OHA MOJTYUEHUA 3ampoca, eCiH 3aKOHOJATENBCTBOM
Poccuiickolt Qefepalliy He YCTAHOBJIEH HHOH CPOK;

no oOpaleHIsIM rpakaaH — 30 aueit co gHS peTUCTPAllHH.

6.7. TIpHOCTAHOBHTH MCNONHEHHUE KOHTPOJIBHOIO HOKyMeHTa (fIOpydeHHs),
4 TaKKe OTMEHHTBh €0 MOKET PyKOBOAHUTEID, MOINHCABIMI MOKYMEHT HIH OaBIHH
nopyuesue (yKa3aHue).

6.8. B IenaX CBOSBPEMEHHOTO HCTIOMHECHHA JIOKYMEHTOB, nopyaeHei
(yxasaHmuii), TOCTABNEHHBIX Ha KOHTPOJD, paborthrk CIyKOEI HeNoNpOH3BOACTBA,
OTBETCTBCHHEI 3a BeJleHHe KOHTPONA WCIONHCHUA LIOKYMEHTOB, TPOBEpPAET
CBOEBPEMEHHOCTE JOBEJIEHHS] NOKyMCHTa (TTOpyHEeHHS) KO MCIOMHATEN.

6.9. Ecnu cpok HCIOJHSHHS AOKyMEHTa (nopy4eHHA) TNPEBBINAET ONUH
MecALl, B LENsX ofecriedeHns CBOSBPEMEHHOT0 HCTIONHCHIA AOKyMeHTa {T10pyeHus)
NpOBOAMTCH npeaBapUTeNbHB  KOHTpOAR M HAMOMUHAHAA  HCIOJHHTENAM
0 TIPHOMMKEHHEH CPOKOB HCIIONHEHNS IOKYMEHTOB (mopyueHnuit).

6.10. IlpeasapHTeNbHEL KOHTPOIE OCYLIECTBIACTCS B CAEYIOLIEM MOPAIKE:

JOKYMEHTOB {TIOpyUeHuH) OCHEAYIOMHX JIET — HE peske OJTHOTC paza B TOX;



57

IOKYMEHTOB (IIOpyueHuit) MOCASAYIOUMX MECAHER TEKYINETo roja — He pexe
OIHOTO pa3a B MeCIl;

HOKYMEHTOB ([IOPYYEHHIH) TEKYIIEro MeCsLa — 3a 5 nueit 1o HCTEYEHUS CpoKa
HCTIOJHEHHA.

6.11. HarmoMHHAEHMEe WCHOMHHTENIM O TNpHOMMKEHHH CPOKOB HCIIOIHCHHA
JOKYMEHTOB (TIOpyHeHHIi) MOXET OCYIECTRIATECS B ABTOMATHHECKOM pexHMe
nocpencreom COJI.

HANOMMEAHHS HCHONHATENAM, A Taike HHpopManud 0O WMCNONHEHHH
IOKYMEHTOB (LIOpydeHuii), MONyHeHHas OT pcnonuuTeneii, ukcupyorcs B OPK
COJ] v HHEIX PErMCTPALHOHHO-YIETHBIX (opMax, HCTIONE3YeMbIX ITH KOHTPOSA
VICITONHEHMSI IOKYMEHTOB (1OpydeHHmit).

6.12. Tlpn HeoGXOAMMOCTY W3MEHCHHA CpOKa HCIONHOHH JOKYMEHTA
(mopyJeHHs) OTBETCTBEHHBIH MCTONHUTEND o0s3aH MNpeAcTaBuT: Ha HMA
PYKOBOAWTENA, JaBIIEro IOpy4eHue, oGocHOBanue  (CAyKeGHYIO  3aIlHCKY)
0 IIPOANEHHH CPOKa C YKa3aHHEM IIPHUMH IPOJVIEHAA K AAThi MCTIOIHCHUA.

OGocHOBaHHe IPOAJCHMA CPOKa HCHONHEHHs JOKYyMEHTA (nopy4eHus)
JOIDKHO GBITH HATPABIIEHO COOTBETCTBYIOIUEMY PYKOBOZMTENIO HE MO3AHCE, HEM O
ACTeueHNH JBYX TPETBHMX CPOKa HCIIONHEHNA NOKyMEHTA (mopydeHHs).

06 u3MeHeHHH CpOKa HCIIONHEeHMA JOKYMCHTa (nopy4eHua) OTBETCTBEHHHIH
HCIIONHATENb HEopMupyeT Cayx6y I[EJIOHPOHSBOHCTBa24.

6.13. JloxyMeHT (TOpyueHHe) CUMTAETCH HCIIONHEHHBIM, ©CIH TIPUHATEL
pemieHHs 1O IMOCTABMCHHBIM BOMPOCAM, TOATOTOBCHB COOTBETCTBYIOLINE
JOKyMEHTH], HalpaBleHa cTpapka 00 HCTIONHEHWH B COOTBETCTBYIOILAE OpPTaHbI
BNAacTH (OPraHu3ayK) WIK JaH OTBET N0 CYIUECTRY 3alHTEPECOBAHHEIM JIULAM.

Pemrenue 06 HCNONHEHMH JOKYMeHTa (TIOpYIeHHs) NIPUHHMAET PyKOBOJHTEIb,
OCTZBMBIIMII  JIOKyMeHT (mOpydeHme) Ha  KOHTpomb, ¢© 00A3aTeNEHBIM
undopMuposardeM CiyxGb! 1€ I0NpOM3BO/CTEA OPrann3allii.

Ha HCIOJHEHHOM HNOKYMEHTe NpPOCTABNAETCS OTMETKAa O HAMpPaBICHUH
IOKYMEHTa B JeI0 B COOTBETCTBAM C IYHKTOM 2.55 TlpumepHOH HMHCTPYKIHH,
CcBeeHNs 06 MCTIONHEHHH JOKYMCHTA (TIOpYueHHs) BHOCATCH B SPK CO/1 nnu HHYO
PETHCTPALIMOHHO-YHETHYHO GOpMY, HCTIONE3YEMYIO [is KOHTPOI HCTIOJTHEHHUS.

6.14. MoxymenTsl (HOpYYEHHs), He CHATHI® C KOHTPO, 3 TaKXKe JOKYMECHTHI
(mopydeHHs), CPOK  WCHONHEHMS  KOTOpPBIX  HE OpOieH,  CUMTAIOTCA
HEHCTIONHECHHBIMU.

6.15. Cnyx6a HeNoNpoM3BOACTBA OpraHuW3aliy aHATH3HPYCT COCTOSTHME
¥ pe3y/bTaThl  MCTONHEHHS  JIOKYyMEHTORB (nopyderuii) W COCTOAHHE
KCIONHATENBECKON JTHCITAIUTHHBL

% AHoNOMHMHBIM 0OpasoM MOTYT GBITE BHECEHHI HIMEHEHHWA B COCTaB HCTONHUTEReH JOKYMEHTa
(nopyueHua) ¢ 06A3aTeNbHEM HHGOPMHPOBAHIEM Cyx0Ob1 AEOMPOU3BOACTEA.
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B TOpSAKEe TpeIBapHTENbHOrO KOHTPOJNA HANpaBiseT B CTPYKEYpPHBIE
nofpas/ieieHiss OpraHu3alyy HANOMHHAHWA O ROKyMEHTaXx, CpPOKH HCIIONIHEHUS
KOTOPBIX HCTEKAIOT (3a 3-5 JiHeil 10 OKOHYaHHA CpOKa HOMONHCHHA JOKYMEHTA),

pa3 B Mecdll M IO OKOHYaHHM TOJa PYKOBOAHTENIO OpraHH3allH
H PYKOBOIHUTEIAM CTPYKTYPHBIX noapasfielicHAll HalPaBIsieT OTIETHl O KOJHICCTEE
JTOKYMEHTOB, MCTOMHEHHEIX B CpOK, HCIOJIHEHHBX C MPOANICHHEM CPOKa
ACNONHEHHS, HE WCMOMHEHHBIX, HAXOAMIMXCA HAa WCTIONHCHWM IIO OpraHu3alH
BLEAOM, NO CTPYKTYPHLRIM MOApasfeNeHusM U, TIpH HeoOXOAUMOCTH, — [0
OTAENBHKEIM HCTIONHHUTEAM.

VII. Oprauuzangs paBoTHl HCHOTHUTENA ¢ ROKYMEHTAMH

7 1. VcnonHeTe b MONYYaeT JAOKYMEHTBl Ha MCIIONHEHHe B JCHB HX
PacCMOTPEHHSA HIH Ha CIIeAYIOH paGounii IeHb B COOTBETCTBHH € PE30IOIHAMA
PYKOBOACTBA OPTAaHH3ALHMH H PYKOBORHTEIT MOAPASACIICHIA. CpouHbie MOKYMEHTEL
nepeAalOTCs HCTIONHUTENIO He3aMEITATeNbHO.

7.2. JloKyMeHTHl,  NOCTYNapmue B  CTPYKTYPHOS nojpas/ieNicHne
¢ PESOMIOLMAMH PYKOBOJCTEA, MEPENAIOTCH PYKOBOAHTEIO noxpaspenenus. Eciu
JOKYMEHT, [IOCTYMHBIIKE HA UCTIOMHEHUC B MONPA3ACNCHNS, HE HMeeT OTHOIIEHHA
K KOMIETEHIHUH TOAPaseeH s, PyKOBOIMTeNb MOApa3AeieHus B TOT K& ACHE WIH
Ha cieqylommui pabouuii JeHb BO3BpAILAET €TI0 B CnyxGy HAenornpousBoACTBa LA
pellenys BOIPOCa O NepeHanpap/ICHAY ero Ha HCTIONHEHHES B Apyroe MoApasacleHue
(IpyroMy MCTIONHHTEIIO).

7.3. HUcmonHeHne JOKYMEHTa IIpeayCcMaTpHBacT:

c6op i aHaMU3 HeoGX0xUMOl HHGOPMALHH;

MOArOTOBKY NpPOeKTa IOKYMCHTA U €10 odopMICHHE;

COFIACOBAHME IPOEKTA HOKYMEHTA C 3aMHTePEeCOBAHHBIMU JIHIAMH,

nopaboTKy TpOeKTa IOKyMEHTa IO 3aMeqaHusiM, NOiy4eHHBIM B X0HO€
COrIACOBAHMA M, P HEOOXOAHMOCTH, — IOBTOPHOE COTTIACOBAHUE);

NOArOTOBKY ClHAcKa (yxasaTelld) pAcCBUIKH JIOKYMEHTa, eCli [IOKyMCHT
aJ[pecoBaH IPyINe OpraHy3alyi;

TIpesicTaBlieHHe NPOeKTa JOKYMEHTa Ha IIOANHCH (yrBepxIeHue) pyKOBOACTBY;

TOOrOTOBKY AOKYMEHTA K OTIPABKe U NIEPelaty KOMHH NOKyMeHTa B neno”.

74. Tlpy  HanpaBieHWH  JOKyMEHTa  HECKONBKHM HCTIONTHUTEAM
OTBOICTBEHHBIM 3a IIOATOTOBKY MpPOeKTa IOKYMEHTa ABIAETCA HCHOMHHTONE,

5 Brmonsserca Ciy:6oi aenonpon3BoACTEA.
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yKa3aHHBLi B pe3ONIONMM TEpBEIM il oGO3HAUEeHHBIH B pE30MIONHH  Kak
OTBETCTBEHHBIH MCIOJHHUTENb.

7 5 OrpeTcTBEHHBIHl HCTIONHHTENh WMeeT MpaBo JaBath NOpy4eHus
OCTAJIGHBIM WCIIONHHTEIAM, IPOBOJUTE paGoumne coBemaHuA LA BBIpabOTKH
COBMECTHOTO peiieHna. Bce HCTONHUTENH B paBHON CTeTeHH OTBETCTBEHHEL 32
CBOEBpeMeHHOe H Ka4eCTBCHHOE HCTIONHEHHC nopydeHHss M TPeACTABACHUES
OTBETCTBEHHOMY HCIOJNHHMTENO B YCTAHOBICHHBIE UM cpokd  HeoOXOMHUMBIX
MarepHanoB (IPOEKTOB NOKYMCHTOB, cripaBok). VICIIONHHUTENH HE HMEOT Mpasa
pPEACTABIATE MPOSKTH! JOKYMEHTOB PYKOBOAMTeNIO, ZABLIEMY MOPYYEHHE, MUHYR
OTBETCTBEHHOIO HCITOMHHTEIL.

7.6. B ciysae OTCYTCTBUS HMCIONHHUTENA (xOMaHAHPOBKA, OTITYCK, GonesHb)
JOKYMEHT 10 YKA3aHHIO PYKOBOIMTEN nofipasjieleHus Mepenaercs JApyromMy
HCIONHUTENO € OOS3aTENbHBIM COODIIEHHEM ero damMuiiy 1eNonpoH3BORHTENO
mofipasieneHus A BHECCHHA usmenennit B OPK moxymenta 3 COJl niH HHYIO
PErHCTPAIMOHHO-YIETHYTO dopmy.

7.7. Tlpu yBONBHEHMH HIH MEPEXOAC HA Apyroii y4acTox paGoTel COTPYAHHK
o632l CHATH JAOKYMEHTbl M Hefa PYKOBOAHTEINEO NOApasAeNeHus WIH M0 €ro
YKa3aHHIO BHOBb HA3HAUCHHOMY COTPYIHHKY (B cnydae HeoBXOIHMOCTH, — 10 aKTY
npreMa-niepefadd, B KOTOPOM YKa3HIBAIOTCH BUOB e (3aroyioBKH Jem) M HX
KOIMYECTBO M KOTOpPHIM TMOAMACHIBACTCA palOTHUKOM, TEPEAABIIAM AOKYMEHTEL,
1 paGOTHUKOM, TIPHHABIINM AOKYMEHTEI).

7.8. Pe3ynbraToM HCIOJHEHHA NOKYMEHTA gaBngercd TPOSKT HNOKYMEHTa,
MOArOTOBJIEHHEIH UCTIOIHATEIICM.

TIpoeKT ZOKyMeHTa CO BCEMH HeOOXOABMEIMH TIPHIOXESHUSIMMU, HaleyaTaHHbIH
y  odopMIeHHBI B  COOTBETCTBHM  C NpaBMIaM¥, ~ YCTAHOBICHHBIMH
B pasgene 3 TIpuMepHoi AHCTPYKIVH, HCTIONHUTENb COTJIACOBBIBACT
C 3aMHTEPECOBAHHEIMH MOAPa3AeNeHHAME 1 MOaMd ¥, TpH HeoOXOAWMOCTH,
¢ JIPYTHMH OpraHn3aliAMH.

JlokyMeHTBI, NpeHa3HaueHHBIe A OTTIpaBKH, O(GopMILAIOTCA Ha Onanke
Oprasu3alyy YCTAHOBJICHHOK dopmsl. [l OTOPaBKU AOKYMEHTOB, He HMMEIOMEX
aIpecHOl! JacTH, COCTABACTCA CONMPOBOAUTENLHOE THCHMO.

Ha 10KyMeHT, PacCEUIaeMBIH Gonee d4eM B 4eThpe aapeca, HCIONHHTEIE
[OTOBAT CIHMCOK PACCHUIKH, OTIpENeNseT KONHICCTBO SK3EMILIIPOB JAOKYMEHTA
i Mocie permcrpaiyy  obecrediBaeT MArOTOBICHHE HEOOXOIHMOTO KONW4eCTBa
KOMuE.

7.9. Wcnonuutenb (OTBETCTBEHHEIH HCIIONHATEND) OPraHA3yeT COTNacOBaHHE
(BM3UPOBAaHME) INPOEKTa NOKYMEHTa cO BCEMH 3aMHTEpPECOBAHHBIMH JHIAMH
¥ NpOBORUT AopafoTKy mNpoeKta IIo 3aMCUaHHAM B COOTBETCTBMH C MyHKTaMH
4.1 — 4.11 [IprMmepHOii HHCTPYKUMH.
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IMpy Hanuukr OONBIIOro KONMYCSCTBA 3aMEYaHMH [0 IPeICTABISHHA
fopalGoOTAHHOrO TIPOEKTa MOKYMEHTa Ha [MOAMMCh PYKOBOJUTENIO HCIIONHHTEID
TOTOBHT CBOAKY 3aMedaHuil {npelyiokeHNH), B KOTOPOH yKa3bIBaeTCA: COACPKaHHE
saMeyanus (TpelTIOXKeHNs), JOKHOCTh, (GAMIIAS IMI@A, AaBIIEro 3aMevaHue,
OPUHATO HIH OTKIOHeHO 3aMedaHHe (eCHM 3aMedaHHe OTKIOHEHO, — TPUUHHY
OTKIOHCHHA).

7.10. IMocne nopaboTKKH M TOBTOPHOIO BH3HPOBaHHS (COTJIACOBAHHA) MPOEKT
JOKyMeHTa TepemacTcs Ha noamucande (yreepxmenue). Jlo npencrapieHns Ha
[OAMHCh WCIONHUTENbL HPOBEPSET TPABUILHOCTh OGQOpMICHHA OOKYMEHTa,
IPaBWIEHOCTE O(OPMIIEHHs aapecara, HATMYUe HeoOXONMMBIX BH3, IPHUIOKESHWH,
Ipd HEOOXOOMMOCTH — CIOPaBOK, MOSCHUTENBHBIX 3aIMCOK, Pa3bACHMOMMKX
cofepXkaHye MOArOTORIEHHEIX JOKYMEHTOB, THACTA (yKa3are)s) PACChUIKH.

7.11. IMToamHCAHHEIA AOKYMEHT HCIOXHHUTENh B COOTBETCTBHH € IIOPAJKOM,
YCTaHOBNGHHBIM WHIUBHAYANLHOH HHCTpYKLMEH MO IENOINPOH3BONCTBY, MepelnaeT
JJIA pETHCTPALIMY M OTIIPABKY H/UIH BKIIOUCHHUA B 4€70,

B COOTBeTCTBHHM ¢ HOMEHKNATYpOH [N HCIONHHTEND ONpeienieT HHRCKC
nena, B KOTOpoe NOJDKEH OBITh BKIIFOYEH TOKYMEHT.

7.12. B xoie HCHIOJNHEHHS AOKYMEHTA UCIIOIHATENh HMEST NpaBo NpeaIaraTb
H3MEHEHWe CPOKa MCIIONHEHHS, eClIH OTCYTCTBYIOT peajlbHbIe YCEOBUA HCIONHEHH
DOKyMeHTa (mopydeHus), Jenath I[OMETKM HAa JIOKYMEHTE O BPEMEHH €ro
HOCTYIUICHHA, O HaTaX MPOMEXKYTOUHOTO KOHTpOIA, TeNe(OHHEIX M IHCBMEHHBIX
3anpocax, O aTe H pe3yibTaTe OKOHYATENBHOr0 HCTIOIHSHHA.

7.13. Hcnonanatens He MMeEeT NpaBa pasriamarh COAcpKaHHe MOCTYNHBIIHX
K HEMY JIOKYMEHTOB H [OJITOTOBJIEHHBIX NPOEKTOB CIYKEOHBIX NOKYMEHTOB, C HHMH
MOTYT GBITh 03HAKOMJICHB! TOABKO JIMLA, MMEHOIIHE OTHOLICHHE K HX HCIIOIHEHHUIO.

VIII. ®opMupoBaHKe JOKYMEHTAIBHOTO (HOHIa OpraHu3aluu

8.1. OneparuBHOEe XpaHeHHE NOKYMEHTOB OpraHM3alyy IO Nepejaid HX Ha
XpaHeHHe B ApXHMB MIH YHHYTOXXEHME OCYLUIECTBIACTCA B  CIPYKTYPHBIX

noapasfeneHuax OpraHu3alyu.

8.2, B memax xpaHeHHs, FOMCKA M MCHONIE30BAHMS MOKYMEHTHl Ha GyMaxHOM
HOCHTENE H HEKTPOHHEIE JOKYMEHTHI (GopMHPYIOTCA B Iela B COOTBETCTBHH
¢ HOMEHKNATYpoH ASI.

HoMenknaTypa A€M 3aKpelndeT  KIaCCHGHKALHIO (rpyTmHpoBKY)
HCTIONHEHHBIX JIOXYMEHTOB B Jena (SNCKTPOHHBIE Jefa), CHCTeMATH3ALMIO
W MHAEKCALMIO Jell, CPOKM MX XpaHeHWs M ABIASTCHd OCHOBHBHIM Y4CTHBIM
JOKYMEHTOM.
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HomenrnaTypa [Jen SBISETCA OCHOBOH JUI COCTAaBIEHHS OmUced e
OCTOSIHHOTO, BpeMeHHEIX (cBEiue 10 feT) CPOKOB XPAHCHHS H 10 JIYHOMY COCTABY,
AKTOB O BHIICICHHH K YHHYTOXEHHIO NOKYMCHTOB C HCTEKIDHUMH CPOKaMy XpaHEeHH,
a TaxoKe JJIA ydaeTa Aen BpeMEHHBIX (o 10 yet BKJIIOMHTENBHO) CPOKOB XpaHeHus.

8.3. HoMeHnknarypa Aej OpTaHH3alli{l COCTABIACTCH Ha OCHOBE H3YYeHMs
COCTARa M CoJiepKaHus AOKYMEHTOB, 06pa3yIoMpXCs B JIEATENPHOCTH OpraHH3altim,
BKITEOYAs SOKYMEHTSI, NOCTYNAlome H3 APpYTHX OpraHu3alyi.

8.4, Tlpu COCTAaBNEHHH HOMEHKIIATYPEI nen crexyer PpyKoBOACTBOBATECA
YCTABOM OpPIapM3alluM, TIONOKEHHIMU O CTPYKTYDHBIX NOAPA3/IENEHNSX, IITaTHBIM
pacOuCaHHeM, TUIAHAMHE U OTHETaMU O paboTe opranu3alliH, HOMEHKJIATYPOH Ien 3a
npomiequAi  rox,  JIOKaNbHEIMHU HOPMATHBHBIMH ~ @KTaMH  OpraHW3althd,
cOmepKalMH CBENEHHA O JOKyMCHIAX, ofpasylolpxcs B ASATENBHOCTH
OpTaHU3aLHUHA, TUIIOBEIMH ¥ TPAMCPHBIMH HOMEeHKIATypaMu el (IIpH MX HATHIWH),
BeTOMCTBEHHEIME M THIIOBBIMH NEPCHHAMH JIOKyMEHTOB C YKasaHHeM CPOKOB MX
XpaHeHHA.

3.5. B HOMEHKIATypy Jel BKIIOYAIOTCA BCE JOKYMEHTH], OTPaXKAIOMHe
XEATENBHOCTh CTPYKTYPHBIX nonpasAcNeHuH OpraHusamMu K TOCTOAHHO AIH
BpPEMEHHO NICHCTBYIOIHX OpraHoB (xOMMCCHIi, COBETOB, KOMHTETOB), B TOM HHCII®
JOKYMEHTBI OTpaHH4e¢HHOro ZIOCTYI4, pErMCTPAlIHOHHBIC H YHETHHIE KYPHAIBI
H KapTOTeK#, B HeOOXONHMBIX CIydaix = KONUH JIOKyMGHTO326. JIOKYMEHTHL,
co3naHHble B HJEKTPOHHOH QopMe, BXIIOUAKOTCA B HOMeHKNATYPY [en Mo TeM Xke&
npaBWiaM, YT0 i JOKYMEHTH! Ha GyMaKHOM HOCHTEJIS.

He BKAIOYAIOTCA B HOMEBKIATYPY A&l HepHOAHYECKHe HK3JaHuA, KHWIH,
GpOLLIIOPHI.

8.6. Homerknarypa [OeJl OpraHH3allH (cBOmHAA) COCTABIACTCA Cnyx6oi
NeJONPOH3BOACTBA Ha OCHOBGHHH HOMCHKIATYD aesl CTPYKTYPHBIX riofipasneneHui
no ¢(opme, YCTAHOBICHHOH IpaBunaMH XpaHEHUH, KOMILICKTOBaHMA, Yydera
1 HCTIONB30BaHUs JOKYMEHTOB APXHBHOTO douzga Poccubickoii denepalyn ¥ JpyTrax
apXHBHBIX JIOKyMEHTOB B OpraHax rOCYAAPCTBEHHOW BJACTH, OpraHax MECTHOIO
caMOyMpaBiIeHUA, Op[‘aHHSaIIHﬂXZT (nanee — Ipasuna XpaHeHus).

CojHas HOMEHKNaTypa Jesl COCTaBiieTCHA B nocNefHeM KBapTajie TEKYIIero
roja Ha MPeACTOSIMIE KaneHIapHLIH TOA.

16 Komuu HOKYMEHTOB BKIQUAIOTCA B HOMCHIIATYPY JHeJ, eciM KOMMS — EOUHCTBCHHBIN SK3EMILIAP
OKYMEHTA B OpPraHM3ALAM, a TaKKe, €SI KOMHA HEOBXOMMMBL JUIS OPTaHM3AUMA ACATENLHOCTH
TNI0Apa3AcIeHHA.

Y IMpunomerne Ne 25 K [TpaewiaM XpaHEHHs, KOMIVICKTOBAHHA, yyeTa M WCMONBIOBAHHA JOKYMCHTOB
ApxueHoro QoHma Poccuiickoli Deaepauty U APYFAX apXUBHBIX JOKYMSHTOR B oprasax TOCYAapCTBEHHOH
BRACTH, OPTAaHAX MECTHOIO CaMOYMpasieHud, OpraHM3aLMAX, YTBEPAKACHHbM NpPHKA3OM MHHHCTEPCTBA
KynLTYpE Pocchiickoi depepaury ot 31.03.2015 Ne 526 (3apeTHCTPHPOBAH B MuHucTEpCTEE IOCTHIHA
Poceutickoit depepaiw 7 contabps 2015 1, peruCTpaLOHHbIN No 38830) (manec — ITpapria xpaHeHH).
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8.7. HoMeHknaTrypa JHeJl OpraHusalyiH [OAMMCEIBAETCS  PYKOBOAHTE/IEM
Cnyx6bl  JENONpON3BOACTES, BU3MpYyeTC  PyKOBOJHTENEM  ApXHBa (oM,
OTBETCTBEHHEIM 533 apXHB), COTJIACOBHIBACICA ¢ LCHTpAIBHON 3KCHEPTHOH
xoMuccuell (3KcnepTHOH xoMHcCHeli) OpraHd3aliFy H, eClid OpraHu3alys SABICTCA
HCTOYHHMKOM KOMILIEKTOBAHHA TOCYAAapCTBEHHOTO WIn MyHHLHIQIBHOIC apXxyea,
ofiH pa3 B 5 NeT NpeJcTaBiieTcs Ha COTIACOBAHME COOTBETCTBYIOMICH SKCIEPTHO-
[POBEPOYHOH KOMHCCHH YIIONHOMOYEHHOr0  OpraHa ACMOHMTENLHON  BIIACTH
cybrexta Poccuiicko ®epepauns B 00macTH apXHBHOTO nena (manee — OIIK
ApXHUBHOTO yupeXKIeHHs) HIN rocyapCTBEHHOTO (MyHMIHITAAEHOTO)  ApXHBa
B COOTBETCTBHH C  IPENOCTABJICHHEIMH €My NOMHOMOGHAMA B TOPAIKE,
yCTaHOBJIEHHOM TIpapunaMu XpaHeHHHQS.

HoMeHKNaTypa Aen, COrnacoBaHnad IIK apXWBHOTO YUIPeXICHHT HIH
rocyapcTBeHHBIM (MyHULIATTATBHEIM) ApPXUBOM B COOTBETCTRUM
C IPEAOCTABICHHEIME  EMY OOMHOMOUMAIME,  YTBEPXKAALTCA PYKOBOTHTETIEM
OpraHH3allyY M BBOAUTCH B neficTeae ¢ 1-ro AHBaps TMpPeACTOAIICTO KaJeHIApHOTO
roja.

Opranusalliy, B [AEATCIBHOCTH KOTOpHIX He CO3JA0TCA NOKYMEHTHI
ApxupHoro (oHza Poccntickoit @efepaluy, YTBEPKAAIOT HOMEHKNarypy Ael
CaMOCTOSTEIIBHO.

B ciaygae H3MEHEHHA OyHKIAA B CTPYKTYPBl opraHmu3alliy HOMEHKTIATypa Jen
COCTABNIACTCA, COTIIACOBHBAETCA H yTBEPIKIALTCA 3aHOBO.

8.8. CornacopaHHas C cooTrercTRyromieil 311K apXMBHOTO yHapexaeHAd Wil
rocyapCTBeHHBIM (MyHULEATBHBIM) APXHBOM B COOTBETCTBHH
¢ NPEeAOCTABACHHBIMH &MY OJHOMOYMSMH HOMEHKIATYpa A€l B KOHLC KQKIOro
rofa yTOUHSETCs, TIepereIaTHBACTCA, YTBEPKAACTCA PYKOBOAUTEIIEM opraHu3ani 1
pBOAUTCA B NeficTBHE C 1 AHBAPA NpeCTOAIIETO KaNeHAapHOTO roja.

8.9, IlepBblil IKIEMIILIP yTBEePHIEHHOU HOMEHKNATYpbl JAeNn ABIACTCHA
NOKYMEHTOM MOCTOSIHHOTO XpaHCHAA H PRITIOUaETCs B HOMEHKIATYPY €N B pasiel
Coyx6bi IeNONPOH3BOACTEA, BTOpPOH — HCMONB3YeTCs Cyx6oil AenoMpoU3BOACTEA
B KauecTBe pabodero SK3CMILIAPA, TpeTuii — TepefaeTcs B apXnB Opranu3alyn
B KaueCcTBE Y4YETHOro MAOKYMEHTa, 3MEKTpOHHAsd KOTMS HOMCHKIATYPHl aen
OpraHu3alvy, yTBEPKACHHON  PYKOBOAWTENEM opraHdsalliy, — TepenacTcd
B TOCYAAPCTBEHHRIH (MyHHLMIANbHBIH) apXHB, HCTOYHHAKOM KOMIUIEKTOBAHHA
KOTOPOTO ABIAETCA OprafHu3alnd.

B moxpasieNeHus OpraHusaiui HOMEHKIaTypa Jell pacChUIaeTes Cnyxboii
JENONPON3BOACTRA B BH/C KOMMHi COOTBETCTBYIOIMX pasfenod Ha GyMaXKHOM
HOCHTENE WK B MESKTPOHHOM dopme.

® [Tynr 4.8. [Tpasin XpaHeHHs.
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8.10. HoMeHKiaTypa M€l OpPraHH3alHH CTPOHTCA IO CTpYKTYPHOMH
(Ba3BaHHAME Ppa3lesioB (mofpasnenos) HOMECHKAATYPHl ACN ABIAIOTCA HA3BaHMs
CIPYKTYPHEIX MOApasfeNeHnH, PaclonoXeHHEE B COOTBETCTBHH ¢ YTBEPXKICHHOM
CTpyKTypoil OpraHH3aldH), AT byHKIHOHAIIBHOM cXeMaM (HasBaHHUAMH pPa3sZiesoB
HOMEHKIATYPEI JeN SBIAIOTCA HaNpaB/IeHus NeATENbHOCTH opragu3alyH).

8.11. HoMeHknarypa Hell CTPYKTYpPHOro MOApas/ClCHIA COCTABJACTCH
B KAKAOM TOApaszicIeHHH  OpraHHsalHH paGOTHHKOM, OTBETCTBCHHEIM 34
J€OTPON3BOACTRO  [OAPA3MENEHHA, NPH YYACTHH BEAYIMHX CHelHalucTOB
NOApa3leNeHns], COTJIACOBRIBACTCA € 3SKCIIEPTHOH KOMHCCHEH Tofipa3 e eH s (ripu ee
HATAYMHK), TIONMUCHBAETCS  DYKOBOJUIENEM  CTPYKTYPHOLO fofpazzieficHAs
¥ npeacTapserces B CryxGy Aenonpon3BoACTEa.

HoMeHKIaTypa AeN CTPYKTYPHOTO NOApas[encHus COCTABISIETCA IO tdopme,
yeraHosnenHol TTpaBHiaMH XpaHeHns’.

BHoBL CO3NAHHOE WAM PEOPraHH30BaHHOE MOIPAsAEHCHHS  MOLAKHO
B MeCSUHBIH CpOK paspaboTaTh HOMECHKIATYpy Ae€n U IpE/CTABUTL €O B Cnyx0y
IeIOTPOH3BOACTBA.

2.12. Bee 3arofioBKH JieN, BKIIOYCHHBIE B HOMCHKNATYPY A€ CTPYKTYPHOTO
noApa3AeNeHud, HWHACKCHPYHOTCA. Hupexc nAena YKa3piBaeTCcd B rpade 1
HOMEHK/IATYpbl Ael M COCTOMT W3 HHIEKCa CTPYKTYpHOTO noapasneneHus (kona
nofApas/ieNeHus B COOTBETCTBHH C YTBEpKICHHON CTPYKTYpOd OpraHH3ALHU HIH
KacchpUKATOPOM CTPYKTYPHBIX nofpaifieNeHnil) ¥ TOPAAKOBOrO HOMepa Jeha
B pasfiefic HOMEHKIATYPRI IeI. HjeKcsl el 0603Ha%aroTes apabCKHMH HgppaMH.
Hampumep: 01-05, rae:

01 — Ko CTPYKTYPHOro NOAPa3neACHHA,

05 —nOPSAKOBHI HOMEP JieNa B pasliele HOMCHKIATYPBL AL

Jlena 1o BOMPOCAM, HEpPA3peLICHHBIM B TEYCHHC OIHOTO rojia, ABNKIOTCA
«TePEXOIAUIMMI» H BHOCATCA B HOMEHKIATYpY el cAEAYIOLIEro rofia ¢ TeM Xe
HHIEKCOM. PEKOMEHAYETCA COXPAHATH B HOMEHKIAType JeIl ONHUHAKOBEIC MHIASKCEHI
U1 OHOPOHBIX AEJ, BITTFOUCHHBIX B Pa3HEIC PA3TEIbL.

Ecii B TedeHHe rodad B ACATSNIEHOCTH OpraHHu3alny obpazyroTcs AOKYMEHTE,
He MpPemyCMOTPEHHbIE HOMEHKIATYpPOil ACH, 3ar0JIOBKM HOBBIX J€/ JIONONHHTEIBHO
BKTIOUAIOTCS B HOMEHKIATYpY el B xaxEoM pasaene HOMEHKIATYPH Jen AT
BHOBB 3ABOJMMBIX €] MPeLyCMaTPHBAIOTCS PE3EPBHEIC HOMEDA.

8.13. 3arol0BOK jena (rpaa 2 HOMeHKIATypHl Aei)} AOIDKeH B 0606 meHHOR
GopMe OTpaxaTh OCHOBHOE COZEpXaHHE M COCTab JOKyMeHTOB jena. He
JOIycKaercs YHMOTpeOneHHe B 3aroiioBke Jiela HEKOHKPeTHBIX (OpMYyITHPOBOK
(«pa3Hble Marepuansy, «ofumad [epenucKa»), 8 TakkKe BBOAHBIX CIIOB H CHIONHBIX

® Tlopnoserne Ne 26 x [pasanam xpaHeHus.



64

CHHTAKCHUECKMX O0GOpOTOB. 3arolioBKH [e]l MOLYT YTOUHATHCA B TEUCHHE TOAA
B iporiecce pOpMUPOBaHNA U OPOPMACHHA BE.

JaroJOBOK Jena JOKeH COCTOATh W3 3MEMEHTOB, paclolaracMelX B
criemytomel Mocie 0BaTCAbHOCTH:

a)  Ha3BaHHe BHAA Aena (MepermrcKa, XypHal, AeNn0) WK BYAa TOKYMEHTOB,
BIJTIOYEHHBIX B AENIO (IPOTOKOIIBI, TIPHKA3bI);

6) HaWMeHOBaHHMEe  OpraHH3allpd,  CTPYKTYpHOro nopasieIeHus,
[OCTOSHHO [CHCTBYIONMETO MMM BPEMEHHOTO OpraHa, [OMKHOCTHOTO JHla,
CO3MaBIIUX JOKYMEHT(BI);

B) HAaUMEHOBAHUE KOPPECHOHIEHTA (opraHusalyy, JHIa, KOTOPOMY
aZpecOBAHE! HIIM OT KOTOPOro MOIyYeHbl IOKYMEHTEL);

r) KpaTKoe cofepXaHue NOKyMEHTOB Aena;

n)  HasBaHUE MECTHOCTH (TeppUTOpHH), ¢ KOTOPO# CBA32HO COACPKAHHUC
JIOKYMEHTOB €A,

e) mara (mepuoa), K KOTOPHIM OTHOCATCA JOKYMEHThI NEJa,

*)  yKasaHWE Ha KOMHAHOCTE JOKYMCHTOB ACTA.

8.14. Tlopsagok  pacmoONOXeHHs  3arojloBKOB  Iel BHYTPH  Pa3ziclioB
HOMEHKIATYpPE JIeNl ONpeJeNseTcs: CTEReHBI0 BAKHOCTH NOKyMEHTOB, BXJIFOUEHHBIX
B feNa.

B nauane pasjena PpacloNarardTCA  3aronoBKH - ACT, COOEPKANIX
yIpenuTeNbHEIe, OPTAHN3ANMOHHO-TIPABOBIC U pacTiOpSAHTENBHEIE JOKYMEHTEL,
3aTeéM 3arojiOBKH fe7, COZepXallMX IUIAHOBHIC, OTYCTHRIC, uHGOpMALHOHHO-
aHATIMTHYECKME  JOKYMEHTH,  HOKYMEHTBI,  OTpaxaomye  ACATERbHOCTE
noppasfelieHus, IepenncKy, B KOHUE pasiena — PErUCTPAMOHHBIE H YYETHBIC
KypHAIIB], KApTOTEKH, Ga3sl AHHBIX.

3arojioBKH e, COCTABNEHHBIX 0 KOPPECTIOHACHTCKOMY H reorpapuIecKoMmy
IpU3HAKAM, BHOCATCA B HOMEHKIATYpY JAefl 1o andaBATy KOPPECTIOHIEHTOB HIIH
reorpadHUeCKMX Ha3BaHHH.

B 3arooBKax Ael, COIepXkampX TOKyMEHTHl [0 ONHOMY BOMPOCY, HO HE
CRS3AHHBIX [OCHCIOBATENbHOCTEIO DElieHHs BONMpOca, B KauecTBe BHAA ACIA
yIoTpebIIseTcs TEPMHH «OOKYMEHTED, 8 B KOHIIE 3ar0NoBKa B cKoOKax YKa3bIBalOTCA
HA3BaHM BUIIOB JOKYMEHTOB, HanGo/ee NpeACTABICHHBIX B ACTIC:

«JIOKYMeHTBI O TIPOBEACHHH COBSLIAHHH U CEMUHAPOB (mporpaMMel, CIIHCKH,
TOKTAABI)».

TepMUH «AOKYMEHTEI» PAMEHSETCA TaKke B 3aTOJIOBKAX Iell, COAepXallix
OOKYMEHTBI-TIPUIIOKEHHA K KAaKOMy-TH60  JOKYMeHTY (BHABL ~JOKyMCHTOB-
NpUIOKEHHH He MepeurCIaIOTCcs):

«JToKyMEHTHI X IPOTOKONAM 3acefaniii FlayaHO-TeXHHUECKOrO COBETa»;
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«TIpoToxonbl TPOH3BOACTBEHHBIX COBEINAHHUI Tp¥ TeHepaNbHOM IHPCKTOpe
U JOKYMEHTH K HHMY,

B 3aronoBkax Aefl, NpeIHasHAYCHHBIX A [PYNNHPOBKA OJHOTHIHEIX
JOKyMEHTOB, 3T TPYIINa JOKyMEHTOB YKA3BIBAETCS BO MHOXECTBCHHOM qHCie:

«TTpoTOKOIBI sace Al TUPSKIHH».

B 3arofoBKax Aell, COASPKALINX Mepentcky, yKa3EIBACTCH, ¢ KeM U 10 KaKOMY
BOIpPOCY OHA BeJeTCs:

«Ilepenucka ¢ 0Opa3oBatTe/NbHEMH yUpeXAeHMAMA O  TOBBILICHHH
xpanubuKanyuy paGOTHAKOBY.

B  szaromoBkax Jef, COAEpXalllix IepemHcKy ¢ ONHOPOAHBIMH
KOpPECTIOHICHTaMH, TOCIeAHEE HE HA3HIBAIOTCS, A YKA3BIBAETCS HX BHAO0BOC
Ha3BaHHUE:

«Ilepermucka € deqepalpHBIMH  OpraHaMy HCMONHUTEIHOM  BIACTH
o 3aKTIOYEHAN 1 MCTIONHEHHH FOCY AAPCTBEHHEIX KOHTPAKTOBY.

B sarojioBKax JieW,  COOCpHKAIUX nepenucky ©  PasHOPOJHBIMH
KOppeCTIOHJEHTaMH, IOCTEAHHE HE TIepeIHCIIAIOTCS:

«Jlepenncka O 3aKTOUCHHH 1 VICTIONTHEHHH POCYAAPCTBEHHEIX KOHTPaKTORY.

B saronmoske fiella yka3piBa€TCsl KOHKDETHBIH KOpPECIOH/IEHT, €CIH nepenucKa
BeETCS TONBKO ¢ HAM:

JTepermcka ¢ 000 «'opcsiasb» 0 NpeIOCTaBIeHAH YCITYT CBAZHY.

Tipu oGo3mavennn B 3arofioBKAX ey aAMAHECTPATHBHO-TEPPUTOPHATBHAX
eIHHAL YIHTHIBAETCS CIEHYIOmEe:

ecni  coHep¥aHme  Lena  KacaeTod HEeCKOJNbKUX  OHHOPORHBIX
aMHHACTPATHBHO-TEPPUTOPHAIIBHBIX eIMHHI, B 3ar0JIOBKE Jena HO yKa3HIBAOTCA
X KOHKPETHBIC HA3BAHS, & YKA3hIBACTCA HX o0llee BHIOBOE Ha3BAHUE:

«Tleperiucka ¢  YIpeXKICHIIMH KyNBTYpsl AAMUHHMCTPAaTHBHBIX OKpYI'OB
MOCKBEL.

eclld COAEpXKaHHe AeiTa KacacTca ONHOH anMHHHCTpaTﬂBHo-':eppm‘opnanbnoﬁ
e AHHUIIB (HACEIEHHOTO TIIYHKTa), € (ero) Ha3BaHHe yKa3bIBACTCA B 3arofIOBKE Jiena:

«Ilepenrcka ¢ (QuiHanoM B MockoBckoll obnmacT © INIAHHPOBAHVH
¥ OTYETHOCTHY.

B 3aroloBKax AeN, COAepKallux NJIaHOBYIO HIH OTUYETHYIO JAOKyMCHTAIWHIO,
yKa3HBaeTCH MEePHOZ, (MecAn, KBapTal, rof) Ha (3a) KOTODEIH COCTABICHDI TUTAHE]
(oTueTHl):

«OTUETEI CTPYKTYPHBIX roJpa3sieNieHnii 32 2017 roa»;

«CTATHCTHYECKHid OT4eT © WUCICHHOCTH, COCTABE M JBIXKEHHUN KaJpoB
32 2017 rox (¢. Ne 27-rom)».
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[Ipu (GOpMHPOBAHUU Jefa U3 HECKOIBKHX ToMOB (4acTeii), kpoMe OOILEro
3arOJIOBKA J€Na IpH HEeoOXOAMMOCTH COCTAaBAAIOTCA 3aroJIOBKH KaXA0ro TOMa
(4acTH), yTOUHAOL(ME COACPHAHHE TOMOB (uacreii) nena.

3aroJioBKM Ae] MOTYT YTOUHSTBECS B MIpOilecce {opmEpoBanHa ¥ 0QOPMIEHIA
ner.

8.15. 'paha 3 «KommuecTBO Jei» 3aNONHACTCA 1O OKOHYAHHH KaJeHAAPHOTO
rona. ITo AOCTIXEHHH JEIOM, BKIHOHAIOIIAM JOXYMEHTBl BPEMEHHBIX (CBBINIE
10 NeT) ¥ MOCTOSHHOrO CPOKOB XpaHCHH, obbeMa B 250 IHCTOB, TOM 3aKPbIBACTCA
H OTKpHIBACTCS HOBEHI TOM. B rpage 3 HOMEHKIAaTypel Iel MocAeA0BaTeNIbHO
YKa3BLIBAIOTCA HOMepa TOMOB H KpaiiHie 1aThl ZOKYMEHTOB KaXkJ0r0 TOMa:

T.1. 11.01.2017 -

30.06.2017

neKTpOHHBIC feNia HA TOMa (4acTH) He pasHENTOTCA. Bce 37eKTPOHHBIC
JOKYMEHTHI, HE3aBHCHUMO OT HX 00BeMa, BKIIOUAIOTCS B OHO MCKTPOHHOE 1ENO.

8.16. B rpade 4 «Cpox XpaHCHHAS H Ne cTaThi MO MepEYHIO» YKa3bIBAIOTCA
CPOKH XpaHeHHs Jiell M HoMepa cTaTell o THIIOBOMY HJIA BEAIOMCTBCHHOMY MCPEHHIO
JOKYMEHTOB ¢ YKA3aHWeM CPOKOB XPaHCHHA, denepansHOMY 3aKOHY MM HHOMY
HOPMATHBHOMY IIPaBOBOMY aKTY.

8.17. B rpatpe 5 «IIpuMeuarne» HPOCTABNAIOTCA OTMETKHM O 3aBeNCHUA AeJ
(«3aBeneHO»), O MEPEXOAAMIAX AeJiax (manpumep, «llepexoaguiee C 2016 roma»),
0 BBLLEICHAH 1) K YHHUTOKEHHIO, O JIHIAX, OTBCTCTBEHHBIX 3a (POPMHPOBAHUE EN,
0 mepenave Ael B APYTYIO OPraHu3alitio i NPOJOINKEHAA.

Ecin peno ¢opmupyerca B pHGOPMALMOHHOM CHCTEME H BKJIIOYAET
3MeKTPOHHBIE NOKYMEHTHI, B rpade «IIpuMeyaHue» OTMERAETCH, HTO ACHO BejleTCA
B HICKTPOHHOM BHJE € YKa3aHHeM HaUMCHOBAHH HHQOPMANHOHHON CUCTEMBL!

«rexTpoHHsie ZokymeHTsl. CIIL «Kanuemipaa», BJ| «CiryxeGHEIE 3aLHCKI.

8.18. ITo 3aBeplUICHUH JIEIONPOH3BOACTBCHHOTO roza B KOHIe HOMEHKIIaTyphl
Jen B KaXAOM CIPYKTYPHOM TIO/pasNiefieHHH odopMiseTcA HTOroBas 3arHCh,
B KOTOPYIO BHOCATCA CBEASHHA O KOJNMUECTBE 3aBEJEHHBIX nen (TOMOB, yacreit),
OTAENBHO TOCTOSHHOTO H BPEMEHHBIX CpOKOB XpaHeHHsi, BPEMCHHBIX CPOKOEB
XPaHEHHS C OTMETKOMH «IITK» u mepexonsgmux. Virorosas 3allHCh DOTMOIHACTCH
JAHHEIMHE O KOJIMYECTBe 3MEKTPOHHBIX ACHK COOTBETCTRBYIOIHUX CPOKOB XpaHeHHA.

B HTOrOBYIO 3aIIMCH CBOIHOM HOMEHKIATYPHl ACH cpelleHUs BHOCATCA Ha
OCHOBAHHH JAHHBIX, NePeHaHHEIX M3 CTPYKTYPHBIX fiofpasfencHyil opraHu3aruu.

CpexcHHud, coiepkampecs B WTOTOBOM 3ambcl HOMEHKIATYpel A€k
OpraHK3alMy, [EpefialoTes B apXHB opraHu3auMd, O YeM B HOMCHKIATYDE Jen
TPOCTAB/AETCS OTMETKA ¢ YKa3anHeM JOMKHOCTY M TOAMKCH JHIE, NEPeiaBIlero
CBEICHHA.
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8.19. Jlena co mHsA WX 3aBCACHUA A0 TEpefiada B apXHB OpraHusaliin WIH 10
Bhe/IeHHs UX K YHHUTOXEHHUIO N0 HCTEIEHHH CPOKa XPAHEHUs XPAHATCH MO MECTY
nx GopMHpOBAHHS.

Jleno cuMTaeTCs 3aBEfIEHHBIM C MOMEHTAa BKIIIOHCHHA B HOTO IIEPBOTO
UCIIONHEHHOTO JOKYMEHTA.

8.20. Ilpu ¢opMupoBaHHE Jel  Ha 6yMaXHOM HOCHTeNe  JIOTDKHEI
cobmoaTees cleaylomue oblHe IpaBua:

B JIe0 NOMEL[AIOTCS HCMONHEHHBIE IOKYMEHTHI, COOTBETCTBYIOMIHC [0 CBOEMY
COZIepYKAHMIO 3aTOJIOBKY Jiefa II0 HOMEHKIIATYpe ACT;

PUIOKEHHs IOMEIIAKOTCS BMECTE ¢ OCHOBHBIMH IOKYMEHTaMH,

B ef0 BKIOUAIOTCH [NOKYMEGHTH OJHOTO KAaJCHIApHOTO TOA2, 33
HCKTIOUEHHEM TePeXONMmIMX A€,

[OKYMEHTEI TIOCTOSHHOTO U BPeMEHHBIX CPOXOB XPaHCHU TPYIIHPYIOTCA B
nelia pa3felbHo;

B J€NO BKJEOUAETEA 110 OAHOMY 3K3eMIULIPY KAXKAOTO NOKyMEHTA,

daxcorpaMMBlL, TeJCTPAMME, Tene(OHOrpaMMBL TTOMELIATCd B Hena ©
TIepenucKoii Ha 061X OCHOBAHHAX;

B JIe0 TIOMEMAIOTC AOKYMEHTBI MpPaBHILHO M NOMHOCTBIO o OpMIICHHBIE
(HOKyMEHTHI KOIDKHBI HMETH /ATy, MOJUIMCE ¥ IpYTHE HeoOXOXHUMEbIe PEKBH3HTHI),

B N0 He BKIIOUAIOTCS JOKYMEHTHI, MOIJIEKAMHC BOIBPATY, JINLIHAE
3K3EMILIAPHL U YCPHOBHKH (32 HCKIOUCHHEM 0co00 NEHHDIX);

no obseMy MAeno, BKMOYANOIee JOKYMEHTH Ha GyMa)KHOM HOCHTENe, He
IOYDKHO TpeBbilIaTh 250 MMCTOB, NpH TONIUIHHE HE oonee 4 cMm (TomumHa OSI €O
cpokaMmu Xparenus fo 10 ner He NODKHA MPEBHIIATE 10 ¢m). Tlpu npeBBIMICHAR
JAHHOTO 06BeMa 3aBofuTcs Bropol ToM. IIpn HATHYHH B Aene HECKOJILKUX TOMOB
(4acTell) MHAEKC H 3aTONIOBOK J€Na IPOCTABIAIOTCA Ha KAOKIOM TOME ¢ JOoGaBIEHAEM
obosHaucHuit: «T. 1», «T. 2».

IloKyMEHTHl BHYTPH JeNa paclonaralorcsi CHH3y BBCPX B XpOHOTOTHYECKOH,
BOLPOCHO-OFHYECKOH TOCIIe/I0BATENBHOCTH M WX COMETAHNH.

PacriopsaMTeNbHble  HOKYMEHTBI ~IPYNNHMpPYIOTCA B Nend nmo BHAAM
¥ XPOHOJIOTHE ¢ OTHOCAIIMMHCS K HAM NMPUIOKEHHAMH. JIOKyMEHTBI — OCHOBAaHHA
K PacropsANTENEHBIM JOKyMEHTAM BKTTFOHAIOTCA B OTACBHO® neno.

[Ipotokonsl B Jele PacloNaraiorcs B XPOHONOTHIECKOM nopsiAKe M HO
HOMEpaM.

JlokyMeHTBI K 3ace/laHHAM (coBelanKsIM) FPYINHPYIOTCA B OTACNBHOE A0,
KaK H IPHAOKEHHUA K IIPOTOKONIAM, €CNIH OHH CoepXar Gonee 25 cTpaHMIL

JlokyMeHTHl K HpOTOKONaM, eCd OHU CrpyNMHpOBaHEL B OTIEIbHBIE JIeNa,
CHCTEMATH3NPYIOTCA BHYTPH AN [10 MOPAXKY HOMEPOB POTOKOJIOB.

JlokaneHEle HOpPMATHBHBIE AaKTbl, YTBEPXKACHHBIC PACHOPAAMTENBHLIMY
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JOKYyMEHTaMHl, SBJISIOTCA NPHIOKCHHAMH K HAM W TPYIIIAPYIOTC BMECTE
¢ yKa3aHHBIMH AOKyMEHTaMU.

TIprKass! [0 OCHOBHOM NEATENEHOCTH rpPYNNHAPYIOTCA OTAENBHO OT MPUKA3OB
no JHMYHOMY COCTaBy M TIpHKa3oB IO a,uMHanrpamBHo-xosﬂﬁCTBeHHoﬁ
,uesxrenbﬂocm”.

Ilpuxassl 1O JHYHOMY COCTaBy GOopMUpYIOTCA B [eNa B COOTBETCTBHH CO
CPOKaMHU XpaHEeHHA.

JIOKYMEHTE! B THYHBIX AENaX PAcTIONAraroTea o Mepe X MOCTYIUIeHHA.

[lepemucka rpyNIHPYeTCs B A€Na IO TEMATHKE W/UAA KOpPPecCIOHICHTaM
M CHCTEMaTH3HpyeTcs B XPOHOJIOTHYECKOH MOCTICA0BaTEIEROCTH: JOKYMEHT-OTBET
momewmiaeTca 32 JOKYMEHTOM-TIpOCEOOH (zanpocom). [lpu B0300HOB/ICHHHA
IEPETHCKH TI0  OTIpefIeIeHHOMY  BOIPOCY, HauyaBlreiics B TpelslaylleM TOAY,
NOKYMEHTHl BKIFOUalOTCd B JIeN0 TEKYIIero roxa ¢ yKasaHWeM HHJEKCa Jiefa
TIpe BTy Iero rojia.

DneKTpoHHBIE  HOKYMEHTHI opMEpylOTCA B JIEKTPOHHEBIC Aena
B COOTBETCTBHH C HOMEHKJATYpOH nenm opraHu3allid B Toit HHQOPMAIHOHHOH
cHcTEME, B KOTOPOH OHM GHUIM CO3MHbI HIIH B KOTOPYIO OBUIH BKJIFOYEHBL.

821, Jlns obecmeueHHs COXPaHHOCTH, Y4€Ta AOKyMEHTOB H  JIeN
CTPYKTYPHOTO MOJpa3sAeieHus H opraHMzauMd JOCTyMa K HUM TPOBOJMTCH
KOMILTEKC pabort:

CO3/1aHME ONTAMAJBHBIX YCIOBHH XpaHEHHs JOKYMEHTOB H ne,

pasMelleHHe Jie,

IpoBepKa HANMYHA U COCTOAHMS IOKYMEHTOR u JIes;

cobmoleHne Mops/iKa BelOawH Iel.

8.22. Jlena pasMeliatoT B pabourx KOMHATaX WM CHEHANbHO OTBEACHHBIX
A STOH [edH MOMEIICHHAX B mKajax, Ha CTELTAXKAX, yT10o0b 00ECneddTh HMX
COXPAHHOCTD H 3aIHUTY OT BO3/eliCTBIA BpeNHbIX GaKkTOpOB.

¥ B cooreercTRMd ¢ IlepevHeM THMOBLIX YIPaBeHIeCKUX APXHUBHBIX HOKYMEHTOB, 00pasyloHXCs B
npouecce AEATENBHOCTH FOCYAapCTBCHHBIX OpraHOB, OPraHOB MeCTHOTO CaMOYTIPABICHHA H opraHu3alyi,
¢ yKasaHHeM CPOKOB XpaHeHws, YTBEPIKACHHBIM TIPHKa3OM MuHuUcTEpCTRA  KYAbTYPHI Poceniickol
degepanyy ot 25 asrycTa 2010 . Ne 558 «O6 yreepaacHun [Tepeurs THIOBLX YNPaBNCHYCCKUX APXHBHBIX
LOKYMEHTOB, 00pasyIolHXCa B MPOLECCe JIeSTeNIbHOCTA TOCYAApPCTBCHHLIX OPraHoB, OpraHoB MECTHOTO
caMOYTIPABICHHA W opraHu3aiMi, ¢ YKazaHUeM CpOkoB XpaHeHIA» (3aperHCTPHpOBAH B MUBHCTEPCTBE
oeruimn Poccmiickoii Penepaumm 8 centabpa 2010 r., PeruCTPAHOHHBIHA Ne 18380); ¢ uIMEHSHHIMN,
BHECEHHBIME TIPHKa30M MHUHHCTEpCTEA  KYNBTYPhI Poccuiickoli ®enepammn ot 16.02.2016 Ne 403
«O pHecenuy wiMeHeHHH B lepeyeHb THNOBEIX YOpABNEHYECKHX apXHBHEIX AOKYMEHTOB, 06pasyiolmuXcs B
poLecce JEATENBHOCTH TOCYN3PCTACHHBIX OpraHos, OPraHOB MECTHOTO CAMOYTIPABICHAA ¥ OpTaHH3aUnH, ¢
yKa3aHHEM CPOKOB XPaHEHHH, YTREPKACHHDIA MPHKA30M MunucTepcTsa KyNbTYPhL Poccuiickoit Denepattuy
or 25 asrycra 2010 . Ne558» (3aperucTpHposaH B MEIHHCTEPCTBE FOCTHITHH Poccuiickoii Penepanun
15 mapra 2016 r., PETHCTPAUHOHHBIA No 41414), x mﬂﬁncmmsﬂo-xmnﬁmeunoﬁ JEATeNBEHOCTH
OTHOCSTCS BONIPOCHL i COGMONCHHIO MPaBH BHYTPCHHETO pacTOPAAKA, SKCIUTYaTalHH cImy»«eBGHBIX 38aHNH,
TPAHCTIOPTHOMY OOCIIY)KHBAHHIO, BHyTpeHHe#! ¢BA3H, 00eCneUeH o $e30[ACHOCTH OPTaHH3aLMIE.
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Jlena fns UX yueTa M GbICTPOro MOKCKA AOMKHEL PAcIIoNararkCs BePTHKAIBHO,
KOpelllkaMH HapyXy H B COOTBETCTBHH C nomeHKnarypoit gen. Ha xopelukax
o6I0KeK JeN yKasHBAIOTCA HHIEKCH 1O HOMCHKIATYPS ACT, npu HeoGXOAUMOCTH
HoMep ToMa fiena, faTy Aea. HoMeHKnatypa ACt WM BHITHCKA H3 Hee MOMEIAeTCA
Ha BHyTpeHHeli CTOpOHe IKada.

8.23. TpoBepky HAMMIHA W COCTOAHHA JOKyMEHTOB W Jiefl B HeIIX
ycraHoBNeHns  QaxTiieckoro  HAlWSHA gen  JAOMKHEL  MPOBOJAMTECH
JeNONPOH3BOZITENEM MIOAPA3IENCHNA B CITyIadX:

nepez nepenayeil JOKyMEHTOB B apXHB OpraHu3aluy;

NpH NepeMelleHuH JeT,

DpH CMEHe PYKOBOJHTENA CTpyKIypHOTO nozpasaeneHus, PYKOBOIUTENA
Ciryx 651 JeNONpON3BOICTRA;

npd  peopraHH3aludH M JTHKBUIALAM OpraHu3auHy WIH CTPYKTYPHOTO
OAPA3AE/ICHUA.

[poBepka HanuuusA MPOBOIMTCA MyTEM CBEPKH cTareil HOMEHKJIATYpHl el
o ONECAHHEM el Ha 00NOoXKe, a PH3HIecKoe COCTOAHME ACI onpeneEierca mMyTeM
dx PH3yanmeHoro mpocMotpa. Bce O6HApyXeHHbIE HENOCTATKA  NOJDKHEL
(bUKCHpOBATECA B aKTe MPOBEPKU HANTHA H COCTOAHMA AS.

8.24. B ciyuae BHISBIEHHS OTCYICTBHA AN, THCIAIHXCA [0 HOMEHKIATYPE
J€ell, PYKOBOACTBOM nofpas/iencHuii MPMHUMAIOTCA MCpEl M0 HX possicky. Ecmu
PO3BICK JieN He NaeT pe3yAbTara, COCTABIACTCA crpaBka 0 MPHIHHAX UX OTCYTCTBUS,
KoTOpasi IOMTHCHIBAETCA PYKOBOIHTENEM mojpaseNeHnas M NPEACTaBMACTCH
s Cyx6y Aenonpor3BoACTBA.

®axr yrpaThl Xena (zen) dukcupyeres B aKTe, cocrarnsemom Cuyxboii
JENONPOR3BOLNCTBA M PYKOBOJHTENCM CTPYKTYpPHOIO NoApa3AeneHIA
(yIOMHOMOYSHHEIM HM AMIIOM) B TPEX 3K3EMIUIAPaX: Mo OQHOMY 3K3EMIIASPY 8KTa
xparurcs B Ciy»x6e ACTIONPOHIBOACTEA I CTPYKTYpHOM TIOApasie/ieHut; SK3eMILIAP
aKTa TPEACTABASTCA B ApXWB OpraHM3alui IpH mepefave A€l CTPYKTYPHOTO
OJPa3AENCHUS Ha apXUBHOE XPAHCHHE.

8.25. DrcrepTuU3a LEHHOCTH  MOKyMEHTOB NpOBOAUTCA HA  OCHOBE
3aKOHOMATEJIBHBIX M WHBIX HOPMATHBHBLIX PABOBBIX axToB Poccuiickoil @enepallyy,
yCTaHaBIHBAIOIHUX TpefoBaHM K CPOKaM XDaHCHUA [OKYMEHTOB, THIIOBBIX
¥ BeIOMCTBEHHBIX NepedHel IOKyMEHTOB ¢ yKa3aH1eM CpOKOB HX XpaHEHW,

TIPH COCTAaBICHNHM HOMEHKNATYpH! €T,

TIpH MOAroTOBKE AEI X Tepeaiae B apxib OpraHu3allud;

B 4pXHKBE OpraHu3alHH.

8.26. Jlns oprasm3ally H TPOBEACHUA paboTel 0 IKCHEPTH3E LEHHOCTH
JOKYMEHTOB B OpraHM3allMi [PHKAsoM pYKOBOZWTENs CO3JACTCA OKCMEpTHAT
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xomucceus (nanee — OK), B opraHmsaliix, HMCIOMIKX OABEAOMCTBEHHEIE
opTanusanyy, GIIHANEL, — LEHTpalbHAd SKCICPTHAA KOMUCCHA (manee — LIPK)
3amaun, QYHKIHH, TpaBa, OpTaHH3alUMs PabOTHI K (IIDK) ompenensorcs
ONOKEHHEM © Heil, KoTopoe paspabaTeiBaeTCs Ha OCHOBaHHW [PHMEPHOTO
HOAOXKEHWs,  YTBEPIKACHHOTO  YMOIHOMOUCHHBIM denepanbHEIM  OpraHOM
MCTIONHATETEHOM BIacTH B cepe ApXUBHOTO Jena | ReNONPOM3BONCTRA” .

8.27. OcHoBHbIMH QyHKIHAMH OK ABIAIOTCS:

OpTaHH3ANMs eXEr0AHOre oT6opa el Ml XpaHeH!a 1 yHIUTOKCHU,

paccMoTpeHHe U COIVIaCOBAaHHE POEKTa HOMCHKIATYPbl ACI OpraHu3allvy,
omHcell JeN MOCTOSHHOTO M BpeMeHHsIX (cBEINIE 10 JET) CPOKOB XpaHeH!sd, B TOM
yHcne [0 JHYHOMY COCTaBY, aKTOB O BEUIENEHHH K YHMMTOXCHHIO ST, HE
NoeKaNIAX XPAaHEHHUIO;

yyactne B [MOATOTOBKe H  PAacCMOTPEHMHA  NPOCKTOB HOPMAaTHBHBIX
W METOIMYECKHX JOKYMEHTOB IO BOTIPacaM paGoTH C IOKYyMEHTaMH B Oprafnv3alHH.

8.28. DKcmepTH3a ICHHOCTH JOKYMEHTOB OCYIIECTBAAETCA  EXCrOAHO
JE/IOMPOH3BONIATENSMH TIONPAsHeNeHH i COBMECTHO C OK opraHusalud W 101
METOIHIECKHM PyKoBoAcTBOM Citysk6Gbl AETOMPONSBOCTEA OPraHU3allM.

8.29. Tlpu IpoBefleHHH KCHEPTH3Bl LEHHOCTH ACKYMEHTOB IPH NOArOTOBKE
feJ1 K Tlepesiatie B apXUB OpTaHU3allii OCY IECTRIACTCA:

oTGOp JOKYMEHTOB NOCTOSHHOTO M BpeMCHHBIX (ceeume 10 ;etr) cpoxom
XpaHenus s Tiepefjadn B apXHB OpraHu3allim;

oT6Op JIOKYMEHTOB BPEMEHHEIX (f0 10 et BKMIOYUTENHHO) CPOKOB XPaHCHHA
1 ¢ oMeTkamu «Jlo MIHOBaHHA HafoGHOCTH», «Jl0 3aMEHBI HOBEIMID, IIOAIENKANIHX
HanbHeiIeMy XpaHeHHIO B CTPYKTYPHBIX TIOAPa3sAC/ICHUAX,

pBhiIeleHre K YHEUYTOKEHWIO AeN 33 MpeABIAYIIHe TOABl, CPOKH XpaHCHUR
KOTOPbIX HCTEKIIH.

ONHOBpeMEHHO MpOBEpAeTcs KauecTBO M TMONHOTA HOMCHITIATYDH Jen
OpTaHW3aLMH, NPABRILHOCTD OMPENENEHNAT CPOKOB XPAHEHHA G

8.30. Jleia NOCTOSHHOTO M BPeMEHHBIK (CBBILIE 10 seT) CPOKOB XpaHEHHA
[OMTEXAT MOMHCTHOMY NPOCMOTpY MUIA BBEIZENCHHA M3 MX COCTABA JNOKYMEHTOB
BpeMeHHBIX (30 10 JieT) CpoKoB XpaHeHHA.

Jlena ¢ oTMetkoii «3ITK» IofBepraioTCA NOMMCTHOMY MPOCMOTPY B LeNAX
onpeneseHns i BRISNEHHs M3 HX COCTaBa JIOKYMEHTOB, TIOIJISIKALIIX [TOCTOAHHOMY
XpaHEeHHIO.

8.31. Ot6op 3NEKTPOHHBIX JOKYMEHTOR /Ui nepejain B apXub OpraHu3aLHHA
OCYIIECTBIISETCS B ABTOMATH3HPOBAHHOM peKHME MyTEM oTGopa JOKYMEHTOB 3 fa3

I Tipukas degepanbHOTO apXHRHOTO areHTCTBA OT 11.04.2018 Ne 43 «O6 yreepikaeHns IlpuMepHoro
MONOKEHHA 00 OJKCIEpTHOH KOMHCCHH OpTaHM3anu» (3aperMCTpHPOBaH B MHHHCTEPCTBE  FOCTHLIMH
Poccuiickoit Oenepainn 15.06.2018, perucTpalOHHELH Ne 51357).
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MAHHBIX HHQOPMALMOHHEIX CHCTEM IO npusHaky «MHAEKC ASIA) {«Cpok
XPaHEHUA ).

8.32. [To pesyneTaTaM SKCHEpTU3BL LEHHOCTH JOKYMEHTOB B OpraHM3anuy
MpoBOXHTCS OGOPMICHHE Rl H COCTABIISIOTCA OIACH JeJ MOCTOSHHOrO XpaHCHHA,
BpeMeHHHIX (CBBILIE 10 1eT) ¢pOKOB XpaHeHHS H MO JTHTHOMY COCTaBY, a TaKXKe aKThl
o BBLTENEHHH K YHHUTOXCHHIO JSI, He MOJIeXanuX XpaHEHHIO.

OnucH e MOCTOSHHOrO XpaHeHHs, BPEMCHHBIX (cbiie 10 neT) CpPOKOB
XpaHeHuUs H [0 JTUYHOMY COCTaBy, a Taloke aKTHI O BELAEJIEHHH K YHAYTOXKECHHIO LeT,
He MNORNEXAWINX XpaHEHHIo, pAcCMaTpHBAIOTCA  Ha sacenanpn DK (LK)
OpraHH3aliiyl OXHOBPEMEHHO. Cornacopagupie OK (LIDK) axrel #  OIMCH
YTBEPXAAIOTCA PYKOBOAUTENEM OpraHH3aLyy.

8.33. Jena, obpasopaBillnecs B eSTeRBHOCTH OpraHu3aiu U fIouleKaIHe
XPaHEHHUIO, MPOXOAAT TIOJHOS HITH yactuaHoe ofopmuenne. Tlonnomy oopMIICHHIO
OMUIEXAT Jella BPeMEHHBIX (CBBINE 10 ner) cpoKoB XpaHEHW: H TOCTOAHHOTO
xpanenud. Jlena BpEMEHHBIX (no 10 neT) CpOKOB XpaHCHUA oAIeKaT JaCTHIHOMY
ohOpMIEHHUIO.

OdopmieHne Ael IPOBOJUTCH B CTPYKTYPHBIX TIOAPA3ACTeHHIAX OpTaHH3alHHA
110 MecTy (OPMUPOBAHHUA JOKYMEHTOE B ACIIA.

8.34. Tlonnoe odopmieHUe Aena Ha GyMaXHOM HOCHTEJIE BKIOUACT:

ohopmicHrIE PEKBHIUTOB OBTIOXKHM JIENa 110 GopMe;

HyMEpaLMIo JINCTOB B JENe;

cocTaBlIeHHE JIMCTa-3aBepuTend Aena,

cocTaB/ieHHe B HEOOXOIHMMBIX CITYUaidxX BHYTpeHBHel OMHCH HOKYMEHTOB A8/,

NOAIINBKY U MepeIer Jena;

pHECeHHe HeOOXOMUMBIX YTOUHeHHH B DEKBUIHTEL o6moxkKn gena (YTOIHeHHe
Ha3zBaHMs OpraHu3alHy, HHIeKca fela, Kpal{HHX AT Aena, 3aT0N0BKa nena).

JIucT-3aBepHUTEND ACNA, BHYTPEHHLA ONNCh JOKYMEHTOB Jena i 00JI0XKKa /eTa
cocTapnsiores o popMaM, yCTaHOBICHHEIM [MpaBuiaaMu xpaﬂeﬂmln.

8.35. Jena BpeMCHHBIX (no 10 ner BKIIIOYHTENBHO) CpOKOB XPaHEHWUA,
nomexKalue JaCTUYHOMY ohopMJICHHIO, JOIYCKaeTCd  XPaHHTP B Mamkax,
B KOTOPBIX Ae/a XPaHWIHCH B JENONPON3BOICTRE, NepecucTeMaTH3aIHA IOKYMEHTOB
B Jelie He NMpoBOAMTCA, JIACTBI Jcia HE HYMEpPYIOTCA, JIHCTHI — 3dBEPHTCIH nena
me cocraBmorca. Ha oCjoxke fena B COOTBETCTBUH C HOMEHKNaTypoil Jnen
OpraH{3alM  3aNONHAOTCA PEKBUSHTEL:  HAMMCHOBAHHE OpraHM3allky,
HauMEHOBAHHE TIONpasACMCHUA, HHJEKC Jeia, 3aTOJIOBOK Ieja, CPOK XPaHCHUA

TIOKYMEHTOB.

3 [Tpunoxenrs Ne 8, 27, 28 k [pasHriam XparcHHs.
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8.36. Ha o6IoXKe Hel BpeMeHHbIX (cBsime 10 JieT) CPOKOB XpaHeHHs K IO
NAYHOMY COCTABY YKa3bIBAIOTCA:

HaEMEeHOBaHAe BHILECTOAIISH OpraHu3aluy (opraHH3aliy — yypeauTes);

HaHMECHOBAHHE OpraHH3aiuH - HCTOYHHUKA KOMIIEKTOBAHHA
rocyJapcTBEHHOTO (MyHHIHIATEHOIC) apXHBA;

HaWMEHOBaHHE CTPYKTYPHOTO [10J[pasAe/ieHus;

HHIEKC Jena IT0 HOMEeHKIAType e,

HOMep ToMa (YacTH);

3aroJioBOK Jena (ToMa, JacTH);

Kpaiiupe JaTH Jena (ToMa, YacTH);

KOJMUECTBO JIUCTOB B JIEIe;

CPOK XpaHEHHA JeNa;

apXuBHbIH MHp Aea.

Ha 06JI0KKaX Ae] TTOCTOARHOTO XPaHEHHs HaJl HAWMEHOBAHAEM OpraHH3AlH
yKa3blBaeTCsl  HaMMEHOBAaHNE TOCYAApCTBEHHOTO (MyHMLMIIATBHOTO)  APXHBa,
HCTOYHMKOM KOMIUIEKTOBAHUA KOTOPOIO BRICTYTIAST OPraHU3ALIA.

8.37. TIpu odopmneryn o6IOKKH Jena:

HAMMEHOBAHYE BHIIECTOAMEN opraHm3amid (OpraHu3alud — yupenuTens),
TpH €€ HAJIMYHH, YKa3bIBaeTCsl TOJHOCTRIO B UMEHHTEIHHOM TajeKe, Mo/ MOMHBIM
HAVMEHOBAHHEM B CKOOKaX yKasblBaeTcs OQHIMAaNbHOS MPHHATOS COKpaIeHHoe
HauMeHOBaHMe (IIPH €ro HAMYHM);

HAMMEHOBAHHE OPFaHM3AlHH YKAa3bIBAaeTCs NOJHOCTRIO, B HMEHHTEIBHOM
najiexe, ¢ yKkazagueM OQHIHATbHO TPHHATOTO COKPALIEHHOTO HauMEHOBaHuA (TIpH
ero HAJTHUHH), KOTOPOE YKa3bIBACTCA B cKoOKXax Mocye NojJHOro HAHMEeHOBAaHUA,

HANMEHOBAHHE CTPYKTYPHOTO TIOAPA3[CICHHA YKA3bIBACTCA TIOJTHOCTBEO
B COOTBETCTBHH C  YTBEPIKASHHOH CTPYKTYpo# OpraHH3aliHH (mpu  HaNIHYHH
COKPAIICHHOTO HAMMEHOBAHMS CTPYKTYPHOTO MOMPAsACICHHA OHO YKA3LIBAETCH B
ckofKxax);

WHIEKC Jella TNPOCTaBsIeTcss B COOTBETCIBMH C HOMEHKJIATypoH Jel
OpTaHH3aLAY;

JaTOMIOBOK NENa IepeHOCHTC N3 HOMEHKJATYpHl [l  OpraHusaltii
(3 HeOOXOUMBIX CIy4adX B 3arONOBOK BHOCATCA YTOYHEHHA };

naTh Aena (roA(bl) 3aBeIeHH H OKOHIaHUA NS B BENOMPON3BOCTEE).

TIpu H3MeHEHHH HaHMEHOBAaHMA OpraHnsalii Wil MOAPA3ACNICHNS B TEUCHHE
NepHoja, OXBATHIBAEMOTO AOKYMEHTAMH Jefa, Wi MpH nepenave ZeNa B ApYyroe
mogpazfielicHie Ha 0ONOXKKe fena TON NMpEeXHHM HAUMEHOBAHHEM YKA3HIBACTCA
HOBOE HAMMEHOBAHHE OpraHH3alMH (TIOZpa3feNeHus), a MPEKHCe HaHMCHOBAHKE
3aKII094eTCs B CKOOKH.
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UuneKc ena W 3aroloBoK Jiela MEpeHOCATed Ha 06710KKY 13 HOMEHKIATYPBI
nen. Ecii Jeno COCTOHT H3 HECKOJIBKHX qacTel, Ha 00NOXKKY KaXJ0ro ToMa (vacti)
BBLIHOCHTCA 0GIIMIA 3ar0OBOK Jiefia ¥ 3ar0JI0BOK Ka)KIoik 9acTd (TIpH ero HaIMuMn).

JlaToil Aen, COAEpX AIMX PACTIOPAAMTENbHYIO NOKYMEHTALHIO, a TaKxke Jel,
COCTOAIMX M3 HECKONBKHX TOMOB (9acTeif), SABIAIOTCA KpaiiHue JaThl JOKYMEHTOB
nena, TO €CTb JaTsl (4ucno, Mecdl, rox) perscTpauy (COCT@BACHHA) CaMOro
PAHHETO W CAMOrO TMO3XHErO0 JOKYMEHTOB, BKMIOUEHHBIX B Aieno. [IpH 5TOM JAeHb
Mecsla (1Ba 3HaKa) M rof (YeTsIpe spaka) 0603HaYa0TCA apabCKHMH QpaMH,
Ha3BaHMe Mecsna NMImeTcs cmoBoM, ECIH B /€0 BKIIOYEHB! JIOKyMOHTHL, JAaTHl
KOTOpHIX BEIXOZST 3a KpaiiHHE JaThi Jefla, TO T4 JaTaMH JeNa, ¢ HOBOH CTPOKH
nefaercs 3amuch: «B mene nMerTCs JOKYMEHTHI 3...10% (pi)». JaTel Aena MOryT HE
YKa3BIBATHCA Ha 00NOXKKe Jel, CONepKANHX, HaIpHMEp, POAOBLIE IINNaHL] U OTYETH,
TaK KaK OHH OTPRKAIOTCA B 3ar0JI0BKax IS

IaTtaMu JeJia, COREPKAIIErc MPOTOKOIBL 3aceIaHu, ABIAIOTCS JAThl MEPBOTO
U [IOCHIEHETO POTOKOIA.

KpaiiHuMu JaTaMH JHYHOTO ZeXa SBJIAKTCA AaThl NOANHCAHAA [pHKa3a
o mpueMe (NpH Haju9Wn TPYAOBOTO HOTOBOpAa — JaTa 3aKIIOYEHAA TPYAOBOTO
ZOTOBOPA) M MpHKasa 00 yBOJBHEHWH JIHIA, HA KOTOpoe OHO 3aBejieHO. B ciyuae
CMepTH JIHMIla, HAa KOTOPOE 3aBEACHO IACIIO, KOHeuHoll jgarod sBiAeTCd JaTa
HOKYMEHTA, H3BEIAIOLIEr0 O €r0 KOHUHHE.

PeKBH3HUT «CPOK XpaHeHds [eJia» INEPeHOCHTCA Ha o0JI0XKy Jexa wu3
HOMEHKJIATYPHI Je/t TI0CNe CBEPKH ero co CpOKOM XpaHCHHA, yKa3aHHBIM B M€pedHe
THIOBBIX NOKYMEHTOB WIH B BeJOMCTBEHHOM MEPEHHE IOKYMEHTOB, ¢ YKa3aHHEM
CPOKOB XPaHEeHHUA.

Ha menax MoCTOSHHOIO XpaHeHHA THIIETCA: «XpaHUTh NOCTOTHHOY.

2.38. I[lo OkKOHuUaHMH Troja B HaJINHCH Ha obnoXkKax den TMOCTOSHHOIO
1 BpeMeHHbX (cBEime 10 ner) CpPOKOB XpaHeHHs BHOCATCA YTOIHEHHIL: npH
HECOOTBETCTBUM 3aroJIoBKA JeA Ha o0lokKe CONCPKAHHIO HNOIILIATEIX JOKYMEHTOB
B 3aroJIOBOK Je/a BHOCATCA M3MEHEHHS 1 OTIOIHCHA.

HapMeHoBaHHs OpPCaHH3al{H M MOApasieneBnd, ol H HOMEP fiesia MOTYT
NPOCTABIATECA Ha 0OMOKKS ¢ IOMOIIBIO MITAMNA.

839. B pemix obecredeHHs COXPaHHOCTH W 3aKpeILICHHA NOpsiIKa
pacnioNOKeHHs NOKyMEHTOB, BIJIOYMCHHBX B fieNlo, BCE €ro JNHCTHI, KpOME JIHMCTA
3apepHTeNd U BHYTpeHHell OIMCH, HyMepyloTed apabexkumu  IadpaMH Ba/IOBOMH
HyMepalmedl, JIHCTBI HyMepyHTca rpaUTOBBIM KapaHHallloM MW HyMcparopoM
(ymoTpe6GneHHe YepHHI M IBETHBIX xapagjamieii JUii HyMepauud NHCTOB HE
JIOTIyCKaeTcs) CBEpXY BHUS, HU(PE! NPOCTABIAIOTCA B IpaBOM BepXHEM YTIy JHCTa,
He 3aneBas TeKcTa HOKyMeHTa. JIHCTE BHYTpeHHelH OMHCH HyMepyIoTC OTACHBHO.
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JIHCTHL Jell, COCTOSIIUX W3 HECKONBKHX TOMOB HIH yacTeli, HyMEpyIoTCs Mo
KKAOMY TOMY HJIH 4acTH OT/IENBHO.

JlokyMeHTbl ¢ ¢OGCTBEHHOH HyMepalpell JUCTOB HyMepyloTCd B ob1meM
HOpPAAKE.

Jluct mo6oro hopMaTa, OALINTELIH 33 OJIMH Kpak, HyMepyeTcA Kak OIVH JIHCT
B NpaBoM BEPXHEM YIUIY. ClloeHHbE JIMCT pa3BopadyBaeTcd H HyMepyeTcd
B MpaBoM BepxHeM yriy. JIucr, CIOkeHHEIH U [IOAIIMTEIA 32 cepeluHy, MOINCKHT
nepelUMBKE B HyMEpyeTCs KaK OHH JIHCT.

Eciad B AeNo MOSIIAT KOHBEPT C BIOKEHWeM, CHaYana HyMepyeTes KOHBEPT,
a 3aTeM OUEPeNHEIM TIOPAIKOBEIM HOMEPOM KaX0e BIIOXKCHHE B KOHBEpTE.

Ecnii B HYMepauHK [HCTOB JOMYIIEHO Gonee 10 oummbok, Bce [Hel0
HymepyeTcd 3aHO0BO. 1Ipi 3TOM CTapble HOMEPA 3aUepKUBAIOTCA, H PATOM CTABHTCA
HOBBGIli HOMEp JIUCTA.

IMpy HamMuM¥ OTACNBHBIX ouGox B HyMepaluH JHCTOB [AONMyCKacICA
yrnoTpebieHue INTEPHBIX (C GYKBEHHBIMH HOTIOMHEHHSIMH ) HOMEPOR JIACTOB.

8.40. Tlocne 3aBeplieHUA HyMepalHlH JHCTOB COCTABILACTC: JIUCT-3aBEPHTENb
fena, KOTOpBI pacmonaraeTci B KOHUC ICTa. B nmucTe-3aBeputelNe UM(ppamu
¥ IPOMHCHI0  YKA3BIBAKOTCA KOJIHYECTBO JIHCTOB B [IAHHOM fiene, OCOGEeHHOCTH
OT/ENBHBIX JOKYMEHTOB (HESICHBIH TEKCT, PasphiBE, CKJISHKN).

JIMcT-3aBepUTEND [e€Na TOJNMCHIBAETCA €r0 COCTAaBUTENIEM € YKa3aHHeM
JOJDKHOCTH, NHHLMANOB K (aMHJIHU, NATH COCTABIEHHA.

KonmuecrBo NHCTOB B JAeile, YKa3aHHOe B JIMCTe-3aBCPHTEIC Aena,
TMPOCTABIAETCA Ha OGMOKKE AENa.

Ecyu [e0 MeperuieTeHo ¥ NoAmuUTo 6e3 NHCTA-3aBepHTEIS, TO COCTABJICHHBIH
NHCT-3aBEpUTENb NOJKIENBASTCH K BHYTpeHHeH CTOpOHE 3aiHeH 06I0KKH Jena.

8.41. Ina yyeTa HAOKYMEHTOB ONpPENCICHHBIX Kareropufi MOCTOSHHOIO
¥l BpEMEHHOTO (CBBIIIE 10 ner) CPOKOB XpaHeHWs, YYET KOTOPHIX BEI3BAH
crielupuKoi JOKYMEHTALIUH, BKJIIOUEHHOH B J€n0, COCTABJACTCS BHYTPCHHAA
onuCh NOKYMEHTOB Jiella, IoMeIIacMas B ero Hauano.

BHYTpeHHSSI ONKCH BKIIOYAETCA B Jeia, MMEIOLHe 0co0yi0 3HAYMMOCTD,
a TaKoKe B €3, cOPMYPOBAHHBIE MO BRAAM HOKYMEHTOB, 3aIONIOBKHU KOTOPBIX HE
packpHIBAIOT KOHKPETHOTO COTepKaHusi IOKyMEHTOB.

BHyTpeHHAA ONHCH JOKYMEHTOB AcCia cocTapJLieTed Takke Ha O0BeMHbIE
JeNa TOCTOSHHOrO M BPeMEHHBIX (CBBILIE 10 neT) cpoXOB XpaHeHHA B LEJIX yUCTa
1 GBICTPOre HaXOXIACHHA JOKYMEHTOE B Jene.

B KoOHLE BHyTpEHHEH ONUCH YKa3bIBaeTCA uudpaMy ¥ HPOTHCHIO KOJHTECTBO
BKTIOUCHHEIX B HEE JOKYMEHTOB M KOJTH4ECTBO JINCTOR BHYTPEHHEH ONHCH.

BHyTpeHHAs ONHCh JOKYMEHTOB JAcIIa [IOANUCHIBAETCS COCTABHTENCM
¢ yKa3aHHeM AOJDKHOCTH, HHHIHAJOB H ¢dbaMHITHH, JaThl COCTABNCHHUA.
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Ec/H fieNo TiepeIieTeHo | MommuTo Oe3 BHYTpeHHe}l ONUCH, TO COCTaBJICHHAA
BHYTpEHHsA OTIHCE MOJKIEHBAETCH K BHYTPCHHEH CTOpPOHE JMHLIEBOi 06I0XKY Jena.

8.42. JIOKyMEHTHl TOCTOSHHOTO, BPeMCHHBIX (cpeure 10 7ner) CpOKOB
XPaHEHHA U IO JITIHOMY COCTaBY, COCTABIIOLIC eno, MOMEINAoTCd B TBEPABIC
OBNOKKM M3 KAapTOHa, TOAIMBAIOTCA B 4eThpe IPOKOIa HIH MeperieTalnTIcs
¢ yIeTOM BO3MOKHOCTH CBODOJHOTO WTeHHST TEKCTa BCeX NOKYMEHTOB, HaT, BH3 H
pe3osroLuit Ha HUX. Pesomoyi pykoBOACTE, COCTABJICHHBIE HA OTAEABHBIX JHCTAX,
noMelaloTes Tepen AokymertoM. [Tpa moaroroske Jed K HOAIMHBKE (nepernnery)
MpoBEPASTCA TPABWILHOCTE KX dopMmpoBanus, OGOPMICHNUS, BCE TUIACTHKOBHIE
¥ METALTHYECKHE KPETUTEHIS, A TAloKe TEPMOTICPEILIeTE H3 IOKYMEHTOR VIANAIOTCS.

Jlena TMOCTOAHHOTO XPAHEHHS, COCTOAMME U3 0c060 IeHHBIX WIH
HedOPMATHBIX ZOKYMEHTOB, MOTYT HPHAHMATBCH Ha XpaHeHHe B 3aKPHITHIX TBEPABIX
[anKax ¢ TpeMs KiIanaHaMH H ¢ 3aBA3KaMd HITH B KopobKax.

8.43. TMogroTopka MEKTPOHHBIX JOKYMEHTOB K Tepejaic B apxMB
OpraHM3aLMi  OCYIIECTBIETCA CTPYKTYPHBIM MofApasfie]leHHEM OpraHH3almy —
BrAJeNBleM  COOTBETCTBYIOINEH MHGOPMALMOHHOH  CHCTEMBI  COBMECTHO
¢ noApa3AencHueM (cmenmanncToM), — 00€CTIEYHBALOIIIM GyHKIIHOHHPOBAHHE
HOPMAIIHOHHO CHCTEMBL

8.44. Ipu moaroToBKe NMEKTPOHHBIX JOKYyMCHTOB, 0TOGPAaHHBIX K Iepenaye
B ApXMB OPTaHH3alMH, BBITOMHAIOTCA CIIEXYIOLIHC OCHOBHEIE MpoLUeAyphl paboThl
¢ JIOKYMEHTAaMH:

KOHBEpTalHs AEKTPOHHOTO JIOKYMCHTA B ¢opMaT apx¥BHOTO nomema" s

dopMHpOBaHHE B MHPOPMALHOHHOH CHCTeME OpPraHM3aIliu MEKTPOHHBIX J¢I,
JRNSIOIUAXCA COBOKYIHOCTBIO KOHTEHHePOB JMEKTPOHHBIX NOKYMEHTOB ~ HITH
KOHTEHHEpOM 3MEKTPOHHOTO JIOKYMEHTa, BKIIOHAiOIleM: KOHTEHT ¥ MeTajaHHBIC
3NIEKTPOHHOTO JOKYMeHTa, (ailibl JMeKTPOHHBIX noanuceil ¥ BA3YaIM3HPOBABHYIO
KOTIMIO TEKCTOBOTO 3AEKTPOHHOIO JOKyMCHTa B dhopmaTe PDF/A%;

(JopMMpOBAHHME OIHCH JJIEKTPOHHBIX ST, JNOKyMEHTOB CTPYKTYPHOTO
noapasaeneHus;

MMIpalisi DIEKTPOHHBIX [OKYyMCHTOB HA duzuueckn  00OCOONCHHEIS
MaTepHa/bHbIE HOCHTEIH, €CIIH JOKYMEHTBI NEpeIaloTCA B @pXHB OPraHM3alldn HE 10
uadOPMANHOHHO-KOMMY HUKAIIMOHHBIM KaHalIaM,

TIpoBepka BOCTIPOH3BOANMOCTH dNEKTPOHHBIX NOKYMEHTOB;

mpoBepka  MEKTPOHHBIX ~ HOKYyMCHTOB  Ha HAMH9He  BpeJOHOCHBIX
KOMIIBIOTEPHBIX MPOTPaMM;

TOATBepA/ICHHE LENOCTHOCTH HEKTPOHHOTO [E71a 3JIeKTPOHHOH TOAHCHIO
PYKOBOJMTENA CTPYKTYPHOrO MONPA3ACTCHHAL (WHOrO YNOJHOMOYCHHOTO JHI3),

33 [lyukr 4.34 TIpaBHI XPaHCHHA.
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OCYILECTRIAIOMETO [OJTOTOBKY 3NICKIPOHHBLX JOKYMEHTOB K TIepefiaue B apXHB
OpraHH3aliH.

8.45. DNexTpoHHEIE JOKYMEHTH TepefaloTcsi B ApXHB OpraHp3alMd 1O
HchopmauHOHHo—TeneKOMMyHHKauHOHHoii cerd HNH Ha QU3MYecKH 000COOTEeHHBIX
HOCUTENAX B COOTBETCTBHHM ¢ YCTAHOBJIECHHBIMH npanmami”, Ge3 COXpaHEeHHUs
JAHHMX ONEeKTPOHHBIX JOKYMEHTOB B  COOTBEICTBYHOHIMX AHPOPMALTHOHHBIX
cUCTEMAX.

8.46. OrmUcHd L€ COCTaBNAIOTCA B CTPYKTYPHBIX nofpaszacIeHHuax
OpTaHU3ALMH TI0J] METOIYECKHM PYKOBOACTEOM Cs1yxG¥I Jes0NPOU3BOACTBA.

OnpcH AeN COCTABIAIOTCA OTAENBHO Ha fiejla IOCTOAHHOTO XpaHeHus; Aena
BpeMenHsx (cBeiue 10 NieT) CPOKOB XpaHeHWs; HeNa To JMIHOMY COCTaBY,
37IEKTPOHHBIE JIeNa, & TAKKe Ha JIeNa, COCTOMINE u3 JTOKYMEHTOR, XapaKTePHBIX NI
naHHOM opranusauuy (CyacOHble, CIeNCTBEHHBIE AciIa, HayHHbIE OTIETH [0 TeMaMm).

Onucu nel  CTPYKTYPHBIX nofpasieneHuii COCTaBIAOTCA IO dbopmMam,
yCTaHOBIIEHHBIM 1IpaBrunaMu XpaHeHHﬂ3 §

Tlo onucsaM Jienl CIPYKTYPHBIX nofpasfeleHu i  JOKyMEHTBI nepenarTes
B ApXUB OPraHU3aLMH.

Ha pena BpeMeHHBIX CPOKOB XPaHCHHA (zo 10 ner BKIIIOUUTENIRHO) OIMHUCH HE
COCTAB/AIOTCA, H B apXKB TaKHe JieNa He NepelaroTed.

Tlpu HaaUdHH B OpraHK3alHi CAJI ommicy Aei1 GOPpMHEPYIOTCS B CHCTEME.

8.47. Omucn Jel CTPYKTYPHBIX nofpasfeneHnil MPEACTABIAIOTCA B apXUB
oprasMzalii He paHee, IeM Hepes OUH Tod, u He Mo3aHee, UeM 4epe3 TpH rofa
[T0CTI€ 3ABEPILEHHS JIEN B ACNONPON3BOACTEE.

8.48. OTxeNbHAs OMKCh MPEACTABILeT COOOH NepeticHb onrcaTeNbHBIX CTaTeH
¢ CaMOCTOSTENBHOH MOPAAKOBOH HyMepaieH, Kakgai H3 KOTOPBIX ZOJKHA
BKJTIOYATE ClIeAYIoLUEe CBEACHHA!

IOPAAKOBEIA HOMEp Jies1a 110 OTHACH;

WHACKC AeNa;

3arQJIOBOK JieNa;

KpaiiHHe JaThl ACH2,

KOJIUYECTRO JIACTOB B ACHE;

CpoK XpaHeHus feTIa;

pHMEeYaHHSL.

8.49. TIpu COCTaBICHHH ONKCH  [JIeJ CTPYKTYyPHOTO  TOAPasACIeHHA
cOBRIOIAIOTCS ClIeAYIoLe TPEGOBAHHAL

3ATONOBKH MeJ BHOCATCS B OIKMCH B COOTBETCTBHA C IpUHATON CXEMOH

CHCTEMATH3ALMHE Je)l, 3AKPEIUIeHHOH B HOMEHKIATYpe 167,

3 TIpunoxenus Ne 23, 24 k TipaBunaM XpateHIA.
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KaJK70€ AeN0 BHOCHTCS B ONUCH TI0A CAMOCTOATENEHBIM HOPAKOBBIM HOMEPOM
(ecny &0 COCTOUT H3 HecKOMbKAX TOMOB WM Yacteil, TO KayKOelii TOM HAH 4acTh
BHOCSTCS B OTIMCH [Ofl CAMOCTOATENbHBIM HOMEPOM);

NOPSRoK HyMepalluH ¢/ B OTIICH — BATIOBHIH;

rpaEl OMVCH 3aMONHAIOTCA B COOTBETCTBAK ¢ TEMH CBE[CHMAMH, KOTODPBHIC
BEIHECEHEI Ha ODJIOKKY €4,

pH BHECEHMM B ONHMCH TOADAR jen (ToMoB, uacTei) © ONHHAKOBEIMU
3aroJIOBKAMHi  3arOJIOBKH BCEX JCH (ToMOB, HacTed) THIIYTCS MOJHOCTEIO; TPH
BHECEHNHM B ONHCH MOCISAHETO 3aroioBKa nobapnsaeTcsd CNOBO «Tlocnennui»);

rpadpa onucH «IlpEMEHAHHD MCIONB3YeTcA UiA OTMETOK O MPHEME aen,
0cOBEHHOCTAX HX (PU3MHECKOTO COCTOSHEA, O nepepate ACH APYTHM CIPYKTYPHbIM
noApas3faesieHHeM CO CCBLUIKOH Ha aKT, O HATHIHH KOITHM.

8.50. INepen BHECCHHEM 3aroJIOBKOB A& B OIHCH IpPOBEPAIOTCSA KAueCTBO
dbopMupoBannsa ¥ odopmMiIcHHT AST, COOTBETCTBHE KOJMMeCTBa [el, BHOCHMBIX
B OIIICH, KOJIMUYECTBY 3aBEJICHHBIX JCH 110 HOMEHKIATYpE A Opranv3aliH.

B xoHlle OIMCH BCIEHL 34 nocne el OMAcaTeNbHOMN cTaTheli 3anOHACTCH
WTOrOBAs 3alHCh, B KOTOPOH YKa3blBalOTCA (mdpaMu ¥ TPOMKCHI0) KONMIECTBO AL,
qUCIAIMMXCA TIO OIKMCH, TEPBEIH H nocieadnil HoMepa A€l TI0 OIWCH, a TaKKe
OrOBApUBAIOTCA OCOOCHHOCTH Hymepallii Jiel B ONHCH (nuTepHBie HOMEpa
¥ MPONYINeHHBIE HOMEpA).

8,51, TlopamoK  NPHCBOGHHA  HOMEDOB OnMMCIM A€  CTPYKTYPHBIX
nioapa3feNeHHH yCTaHaBNIBACTCA 10 cOrTIACOBAHMIO C APXMBOM OPTaHH3ALIIA.

8.52. Tlpn cocTaplieHUH OMACH AJIEKTPOHHEIX JeN B OTIHMCh BKJIIOYAIOTCH:

NOPANKOBBIA HOMEP 3eKTPOHHOTO AClIa MO OMHCH;

MHJEKC EKTPOHHOTO e,

3aroIOBOK AETa;

xara Jena (Toma, YaCTH);

CPOK XpaHeHHUs J1ena;

0OBeM FNEKTPOHHOTO ACHA B Mb;

npHMeYaHnA.

B cocraBe OIHCH SIEKTPOHHBIX JCN B CHJl dopmupyerca peecTp
3NEeKTPOHHBIX AOKYMCHTOB (koHTeilHepOB SIEKTPOHHBIX [IOKYMEHTOB), B KOTOPOM
YKa3HIBAIOTCH CBENCHHA 06 JNMEeKTPOHHBIX JOKYMEHTAX, BKITIOUEHHEIX B KaxXXOC
5J¢KTPOHHOE JIENO.

8.53. Onucn  Ael  CTPYKTYPHOTO TIoApa3/IcneHuA DOAIMUCHIBAIOTCA
pyKOBOAUTETIEM noxpasAeicHuA, cornacospBaiorcs DK CTPYKTYPHOIO
noppasfencaus (NpH €€ pamaunn) H  Cayx6oi Nenonmpou3BoacTBa. Peectp
3JIeKTPOHHBIX HNOKYMEHTOB, SEJIONIMIicS TpHNOXKEHHeM K OINACH 31EeKTPOHHBIX
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JIOKYMEHTOB, MOJMHCHBAETCA cocTaBUTENEM peecTpa ¢ YKa3aHHCM JAOMKHOCTH,
HuAIMANoB, haMIITAH, IAThl COCTaBNICHHA.

8.54. OmicH AeN CTPyKTYPHOTO MOpasfeleHH OpTaHK3alHH COCTABIAFOTCA
B [BYX SK3eMILULAIPax HA fyMaXKHOM HOCHTENE, ONIUH 13 KOTOPHIX NepefacTcs BMECTE
¢ JenaMp B apXwB OpraHM3aliH, a BTOpOIl 0CTAeTCAd B KAueCTBE KOHTPOJBHOI'O
sKk3eMIigspa B CIPYKTypPHOM nozpasfeneHud. B apxus OpPTAHM3aLMM  TAKKe
nepefaeTea Mo SKIEMNIAPY omuceii Oen B JNEKTPOHHOM BHAC B penaKTHPYeMOM
dopmare AL UCTIONB3OBAHNA B naybHeilIeM A MOArOTOBKY ApXHBHEIX onyceit
nen, JOKyMEHTOB (TOJIOBEIX pasienos).

8.55. lena mepenaroTCs Ha XpaHCHUE B apXdB OpFaHW3alllky B COOTBETCTBHA
¢ rpaduKoM mepesatdi KOKYMEHTOB, YTBEp)KIEHHBIM PYKOBOIHUTENEM OpraHH3aLHN
M WHBIM YIOTHOMOUCHHBIM KM JIMIOM H COTJIACOBAHHBIM C PYKOBOIMTEIAMH
CTPYKTYPHBIX nopasaeaeHuH.

8.56. Jiena MOCTOAHHOTO M BPEMEHHBIX (ceerme 10 sieT) CpOXOB XpaHEeHH,
JOKyMeHTH! 10 JIHYHOMY COCTaBY, 3AeKTPOKRHEIE JOKYMEHTH Nepeaalored B apXHB
OpraHM3alMN He paHee, YeM HePe3 YoX, W He To3AHee, YeM depe3 TpH roia Tnocse
3aBepIICHHAA HX B JENONpO3BONCTEE.

8.57. Tlepenada nen B apxHB opTaHu3ailii NPOK3BOAUTCA IO onHCcAM [eN
CTPYKTYPHBIX MOApa3aeneHHH.

8.58. YIIOMHOMO9ICHHEBIHA paboTHMK ~ apXyBa mposepseT  NPaBAIBHOCTD
obopmiientss 1 opMHPOBAHHA fieN, TpaBWIbHOCTh COCTABACHNS ondcel neM,
COOTBETCTBME KOJMMECTBA A, BIIOYCHHBIX B ONHCH, KOJIMYECTBY  JAcl,
¢)OpMIPOBAHHBIX B COOTBETCTBHH C HOMEHKIATYpO# Jell.

BoisiBlicHHELe TIPH IPOBEPKe HEOCTATKA B (hOpMHUPOBaHHH H obopMICHAN LN
paGOTHHKA CTPYKTYPHOTO roppasfefieHns o0f3aHEl YCTPAHATE B IByXHEAeTbHBIH
CPOK.

8.59. TMpueM Kaxporo Aena B apxdB  OpraHM3alil IPON3BOMHTCA
B [IPHCYTCTBUM AEJNOTIPOM3BOIHTEIN CTPYKTYPHOTO ITOAPA3AENEHHs. IMpua 3TOM Ha
oforX DK3EMILIAPAX OMACH NMPOTHB KaXJOTO jefla, BKIKOUSHHOTO B Hee, JENacTes
oTMETKA O HAMHUKH Aena. B koHue Kakaore SK3EMILIAPa ONNCH B HTOTOBOM 3aIHCH
yKa3BIBacTCA LudpaMu U IIPOIACHI0 KONMYECTBO ¢paKTHYECKH NPHHATHIX B APXHE
fen, B TOM YHCHe 3SNEKTPOHHBIX, HOMepa OTCYTCTBYIOLIHX Jed, AaTa pHeMa-
mepefauM en, a TAKOKe MOAMICH Ml@a, OTBETCTBEHHOTO 3a apXuB, M nHLE,
nepeAaBLIero Aena.

Vitoropas  3amuch  TOATBEPKAACTCA ponmMcAMH  COTpYAHKKa —apXnBa
{1 COTPYAHHKA (XeNnOTIPOH3BOAMTEIS) CTPYKTYpHOTO TOApPasfie/IeHi, niepefapIlero
neia Ha GyMaxHOM HOCHTENC H 3CKTPOHRkIE Jeaa.

8.60. Ilepemaua  NEKTPOHHBIX [OKYMEHTOB B  apX¥B OpraHy3aLnK
NpOU3BORHTCA HA OCHOBAHMM ommceli MEKTPOHHBIX JZeNl IIo wHpOPMALHOHHO-
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TENeKOMMYHHEKAIIMOHHOM  CeTH (upp  HAMYMA B apXMBO OpraHM3alHH
vH(hOpMaLHOHHOH cucTeMB!) HIH Ha (U3MHCeCKH 060CcO6NIEHHBIX MaTepUANIBHEIX
HOCHTENSAX, KOTOpHIE TTPEACTABIIAIOTCA B ABYX HIeHTHYHBIX SK3EMIUBIPaX.

8.61. B ciydae JMKBHIaUMK  MITH peOpraHH3alM  CTPYKTYPHOTO
OApa3AencHI: OpratH3alliH JENONPON3BOANTENb HOAPAsAeeHT B TEPHOL
npoBeJleHAs  NHKBANAIHOHHEIX MeponpusiTiii  gopMupyeT  BCe AMeEIOLLIKECH
NOKYMEHTHI B Jiena, ojopwisier Heia M mepejaeT MX B apXHB OpraHMsauui,
He3aBHCHMO OT cpokos xpamenus. Ilepenata Jiei OCYIIECTBIACTCA TIO OMHCAM JIell
¥ HOMEHKIIAType JC.

8.62. Ha mema ¢ MCTEKWIMMH CPOKaMH xpaHeHusi B CTIPYKTYPHEIX
noJpasfeleHHAX OpraHAsaliu COCTABIAIOTCS MPEANOKEHHS K aKTy O BBIICICHUH
X YHHUTOXKEHHEO ~ ROKYMEHTOB,  HE gomieKAIMX  XpaHeHuo (110 dopMe,
yeTaHOBNEHHOH [TpaBAnaMH XpaHEeHHT .

Ha ocHOBe NPEmIOKEHUH  CTPYKTYPHBIX noapasfeneHui Cnyx0a
JCTONPON3BONCTBA OPTaHH3AlMK COCTARIACT aKT O BBIHEACHHH K YHUUTOXEHMIO
JHOKYMEHTOB, He IOMIeKAlIX XpaHeHHIO, HA JieJa Bcell opraHM3aluH II0 TOI Ke
$opMe. 3aroJOBKH OAHOPOIHBIX NEI, OTOGPAHHEIX K YHHUTOXEHHIO, BHOCATCA B aKT
o ODIIMM 3ArONIOBKOM ¢ YKa3aHHCM KONWYeCTBA Ae), OTHECEHHBIX K JAaHHOH
rpynne.

8.63. Jlena BKIIOYAIOTCS B AKT O BbICTCHIHN K YHHYTOXEHUIO JOKyMEHTOB, He
moJNekalx XpaHeHHIo, ¢CIH TpelyCMOTPEHHBIA A HHX CPOK XpaHeHHs HCTCK
x | sBapa rona, B KOTOPOM COCTABICH akKT. Hanpumep, 3aKOHUCHHBIC B 2014 roxy
fena ¢ 3-NETHAM CPOXOM XpaHCHMA, MOTYT OBITH BKIIOYEHEI B aKT, KoTOpbiit OyIer
cocTaniIeH He panee 1 sHBaps 2018 roza.

8.64. Jlena ¢ OTMETKOH TTK»>® nomaexar MONUCTHOMY MPOCMOTPY B LEILAX
BLISBICHNS JOKYMEHTOB, NOJMISXaNIHX MOCTOARHOMY XpaHeHuio. BBUBICHHEIC
B TAK¥X JefaX AOKYMEHTH OCTOSHHOIO XpaHEeHHs BLIASTAIOTCS H MPUCOCHHHAOTCA
K OZIHOPOJHEIM Jie/aM Kl GOPMHPYIOTCS B CaMOCTOATEIBHEIC ACTA.

OcTajibHble AOKYMEHTEL ACNa € orT™etkoii «TK» BKIIOYAKOTCA B aKT, NP
sToM 0TMeTKa «OTTK» B aKTe HEe yKasblBacTClL.

2.65. AKT O BBHIIEICHMH K YHHYTOXKEHHIO NOKYMEHTOB, HE Mo LIeXaInx
XpaHEeHHI0, peACTaBdeTcd Ha paccMOTpEHHE H COITacoBaHue K oaHOBpeMEHHO
¢ OUCSMH e/l IOCTOARHOrO XpaneHus 1 [0 JIHTHOMY COCTaBy.

8 66. AXT O BHASICHHM K YHHYTOXCHHIO JKOKYMEHTOB, He MNOMIeKalux
XPaHeHUIO, YTBEPIKAACTCA PYKOBOZMTENEM Oprasu3aliH Hocie yTBEpKASHHA BITK
QpXUBHOIO  YHIPEKICHHA, TOCYAAPCTBEHHOro  WIH MYHHLMIIAIBHOTO  apXhba

3 [punosenne Ne 21 k TIpapriaM XpaHeHHA.
¥ Orverka «OIMK» o3HauaeT, 4TO Macts AOKYMEHTOB MOXMCT fbiTh OTHECEHA K CPOKY XPaHCHHA

KOOCTOAHHON.
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B COOTBETCTBHH C TPENOCTABICHHBIMH &MY [OTHOMOMMSIMHM  OIHCEH Al
[IOCTOSIHHOTO XpaH¢HHSA H COrlacoBaHUA ompceli AeN To JHYHOMY COCTaBy, TOCIE
qero JieNia, BbLICIEHHBIC [0 aKTY K YHIUTOKEHHIO, MOTYT GBITH YHHYTOKEHbI.

8.67. Jlena, TOMICKAIMME YHUUTOKCHUIO, nepelaoTed  Ha niepepaloTKy
(yrunuzano). [lepenaya Acl odopmnsgeTcs pBEMO-CIATOUHOH HaKJIaJHOM.

[locle YHUHYTOXEHHA AeT B HOMEHKJATYpe el MpOCTABMIAIOTCA OTMETKH,
3aBepseMBble IOATIUCHEO cnermanncta CnyxGel Aenonpou3BOCTES, H JATOM:

«Yumuroxeno. Cm. axt Ne oT . TMonmuch, MHHIHATLY,
damunnay».

8.68. DieKTpOHHEIE AOKYMEHTH C ACTEKILFIMH CPOKaMH XpaHeHHs MONCKaT
BBIIETIEHHMIO K YHHUYTOKCHHIIO HA o6IMX OCHOBAHMAK, TOCTe Yero NMPOBOUTCA HMX
duzMyeckoe  YHHYTOXKCHHE  MIH YHEUTOKEHHE IpOTPAMMHO-TEXHHIECKHMH
CpPEICTBAMU © COOTBETCTBYIOIIEH OTMETKOH B aKTE O BBIICICHHH K YHUYTOXEHHIO
3JIEKTPOHHBIX JOKYMEHTOB.

JEKTPOHHEIE JOKYMEHTBl CHHTAIOTCH VHUYTOXEHHBIMH, €CIIH HX Hesb3s
BOCCTAHOBHTH CpelCTBaMH uHGOpMaHOHHOH CHCTEMEI Ka HOCUTENIX HHpOpMALHH
| 13 pe3epPBHBIX KOMHH.

8.69. AKTH O BBIICEHHHM K YHHYTOXCHHIO IOKYMEHTOB, He TOIeKallX
XPAHEHHMIO, XPAHATCA TIOCTOAHHO B nene doHAA.

[X. Opraun3anys AOCTYNA K AOKyMEHTaM M AX UCTIOAB30BaHUA

9.1. Bolgaua AeN, HAXOASIIMXCA HA XpaHCHHH B Crnyx0e AenonpousBoACTES,
CTPYKTYPHBIX TNOAPA3HENSHAAX opranuzaiun paboTHIKAM ApYTHX noapasneneHui
1719 O3HAKOMIIEHHS ¥ (nar) Ay BPEMEHHOTO HCMONB30BaHAA B paboTe NPOU3BOAUTCH
jo 3ampocaM, TOAMACAHHBIM PYKOBOJHTENEM (3AMECTHTENEM PyKOBOAMTENIS)
CTPYKTYPHOTO HOZpa3feneHy, 3aiTpaIHBAIOIero AeNo0 (HOKYMEHT) H ¢ Pa3peileHus
PYKOBOJUTEILA Ciyx6bl [enonpon3BocTea HIH CTPYKTYDHOTO MOApPasfieneBd,
JOKYMEHTHI KOTOPOTO 3arpamuBaioTes.

9.2. Jlena, DOKYMEHTH BBIIEIOTCH BO BpeMCHHOE MOJB30BaHHE paboTHHKaM
OpTraHK3alMy Ha CPOK HC Gonee OJHOTO MecsIIa.

TocyapCTBEHHbIM OpraHaM (cymeOHBIM, TPABOOXPAHUTENLHBIM, opraHaM
rocyAapCTBEHHOTO KOHTPONA I HazZzopa) Jena U OTHENBHBIC HOKYMEHTHI BBIIAIOTCA
Ha OCHOBAHHH UX MUCHMEHHBIX 3aNPOCOB C paspelUeHHs PyKOBOIHTEIA opranM3anuy
JiTi MHOTO YIIOHOMOYEHHOTO HM JIHNa, [0 aKTaM Ha cpoK He Gosiee DISCTH MECSIER.

Tpr HeobXoAuMOCTH CpOK HCIOAB30BAHHA JOKyMEHTOB MOMCT OBITH
NPOANEH.
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0.3. B mICHMEHHOM 3a1poce paGoTHHKOB OpraHH3alH O Bhiziaue JOKYMCHTOB
(mnen) BO BpeMcHHOe MORL30BAHMUE M3NarajoTcs [MPHYAHBL, TO  KOTOPBIM
3aMpANBaeTCA  ACNO (moXyMeHT) M lenb HCTIONE30BAHIN JOKYMEHTOB,
HAXONALHXCS HA OTIEPAaTHBHOM XPaHCHUH.

90.4. Ha BmilanHOE AEIO 3aBOAUTCA KapTa-3aMECTHTEb, floMellaemMas Ha
MECTO BRLIAHEOTO Jena. B Heil yXa3sbiBaloTCs HHICKC €713, ZaTa ero BBAaUH, KOMY
Ieo BEIAHO, jaTa €ro BO3BpallCHUA, TpeyCMaTpABAIOTCS Tpadbl At HoAnucei
B IIOMy4YeHHH U TIpUeMe Jiena.

Ha MecTo W3BSTOTO UOMIMHHAKA JOKYMEHTa paGorsmk  CryxOEl
[ENONPON3BOACTRA WA [ERONPOH3BOUTCIR nozpa3AeneHys BKMIaJbIBAET B JC/0
NUCT-3aMecTUTeNh ¢ YKazaHWeM, KOorha, KoMy H Ha KaKoH CpOK BBIIAH NOKYMCHT
¥ NONNHCIMH B TONYUCHHH H TpHEME Jeia. [fpn »T0M B [en0 MOMEmAeTCA
3aBepeHHas KOTHsA NOKYMEHTA.

Tlocne pelneHus BOTIpOca, A PacCMOTPEHHA KOTOpOTO Jena (mOKYMEHTSI)
U3LIMaTNCh TIO 3alpocaM FOCYAapCTBEHHBIX OpraHoB, NOUTAHHUKHA AOKYMCHTOB
JOMKHEL GBITE BO3BPAIEHbl B OPTaHI3ALMIO X NOMENIEHS! B JIEJIO.

9.5. DJeKTpOHHEE JOKYMEHTHI, HaxXOMIMHecd Ha OIEepaTHBHOM XPaHCHHH
B Gasax JAHHBIX HHGOPMAIMOHHBIX CHCTEM, BBIAAIOTCA A4 HCNOAL30BaHUA B BAMAS
KONHi JMEKTPOHHBIX HTOKYMEHTOB B COOTBCTCTBHH ¢ mynuxrom 2.51 IIpuMepHoOii
UHCTPYKIYH.

9.6. Iopsnok  moCTYNA paGoOTHMKOB ~ OpraHM3aluH K JAOKYMEHTaM,
pasMeIacMeIM B C3J] wnn uHOH HHQOPMALIHOHHOH CHCTEME, YCTAHAB/IHBACTCS
[IOKANLABIMA HOPMATHBHBIMH aKTaMH OpraHM3alMd, ONpeAETAONAMY  TIOPAZIOK
3KCTITYaTalHH MHPOPMALMOHHOH CHCTEMBI, H B COOTBETCTBHH C [€PCOHANBHBIMH
YHETHBIMA 3aIMCAMHA pa6otuukor B COJ1 nmu HHOH NH(OPMALHOHHOH CHCTEME.

PaGoTHuKaM, He WMEIMM Ipasa JocTyma K COOTBETCTBYIOLIEH
uHDOPMALMOHHON CHCTEME, JNICKTPOHHBIC JOKYMEHTHl BBHIAIOTCA B COOTBETCTBHH
¢ nynkram 9.1 — 9.3 TIpuMepHOH MHCTPYKIHH, Ha dusirgecky 060CO0ICHHOM
HocuTene, BEICHUIAIOTCS MO SMSKTPOHHOMY anpecy paBoTHIKa, 3anpalIHBAOIIero
JOKYMEHT, HIIH HHBIM 00pasoM.

9.7. B Cayx6e aenonpou3poACTEa, CTPYKTYPHOM TIOApa3ACTICHIM, BBIIaBIIIEM
neno (ZOKYMEHT) BeIeTcs yuer BEIIAHHBIX Aen (JOKyMeHTOB) M KOHTPOIb HX
CBOEBPEMEHHOTO  BO3BpATa. DMeKTPOHHBIE JeNa (ROKYMEHTEI) BO3BpaTy HE
THOAJIEXKAT.

0.8. PaGOTHHKA OpTaHM3alMH  OOS32HBI obecneuuBaTh  COXPaHHOCTD
NOJTyYeHHSIX BO BPEMEHHOE MOMB30BAHHE JOKYMEHTOB (Jien) Ha GyMaXXHOM HOCUTENIE
1 HCTOMB30BaTh MONYYEHHYR HHGOpMAUMIO B clyxeGHbIX leNIX B COOTBETCTBUU
¢ TpeOOBAaHWAMH  JIOKATBHEIX HOPMATHBHBIX  AKTOB. 3anpemaerca nepefaia
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TOJIyIeHHBIX HOKYMCHTOB JIH HX xonuii paboTHHKAM JAPYTHX nojpa3feNcHHH Wil
opraHH3alyi.

9.9. UspaTue (BhieMKa) AOKYMEHTOB, 06pa3oBaBIIMXC B ASATENBHOCTH
OpraHu3alvH, IPOU3BOAHTCS B COOTBETCTBHM ¢ 3aKOHOJATeNBECTBOM Poccuiickoi
Mesiepalini.

0.10. Usparie (BEIEMKA) AOKYMEHTOR [POM3IBOINTCA HA OCHOBaHHUH
NUCEMEHHOTO PaCHOpIKEeHHA (IIOCTAHOBJICHHS) COOTBETCTBYIOLICTO OpraHa BIIACTH
¢ paspelleHns PyKOBOMUTENLA OpranH3alni WM MHOTO YIMONHOMOYECHHOTO HM JIHL2
¢ E3BelleHNeM PYKOBOMTEIIS NOAPasACICHHA, NOKYMEHTBI KOTOPOTO H3bIMaloTCAL.

9.11. ®akT B3IbATHS (BHIEMKH) JOKYMECHTOB dUKCHpYyeTcs B MPOTOKONE (axTte)
W3bATHA (BBIEMKH) JOKyMEHTOB, KOTODBIHl COCTAaBIACTCA He MeHee #eM B IBYyX
3K3eMIUTApaX 1 HOMIMCEIBACTCA YIOTHOMOUCHHEIMH MpeACTABHTEISIMHU OPTaHU3ALMH
H COOTBETCTBYIOIIErO TOCYAAPCTBECHHOTO OpPraHa. K npoTokoly (aKTy) TpHjaraeTc
ONHUch (peecTp) U3bATHIX IOKYMCHTOR (memn).

9.12. Tlpy u3bATHH MOLMHHHHKOB JOKyMEHTOB B JeN0 TIOMeLIAeTCs
3aBepeHHAd KOMMs JOKyMeHTa, Ha oGopoTe KOTOpOH yKa3bIBAaeTCA OCHOBAHHE
J3BSTHA TIOLJIHHHMKA, CPOK BO3BpATa, Jara W MOATNCDH paGoTHYKA, OTBETCTBCHHOTO
3a (opMHpOBaHHe U/HIM XPAHEHHE JIENA.

9.13, [ToanuHHHK  JOKYMCHTa, W3IBATHIH M3 Jela  Ha  OCHOBC
COOTBETCTBYIOLICTO DeIlieHus, NOcne PacCMOTpeHHA ¥ pellleHHs BONpoOca,
BO3BpALIAETCA B AENO, MpH STOM KOIIAA, MOMELIEHHas B JIef0 BMECTO MOIUIMHHUKA,
HU3BIMACTCS.

X, HsroroBneHue, y4eT, HCTIONB30BaHHE U XpaHeHHe reyaTe,
LITaMIoB, OIaHKOB JOKYMCHTOB, HOCHTEIeH dNMEKTPOHHBIX ToAIHCe

10.1. bnankn OpTraHH3AIHMOHHO-PACIIOPAAHUTEBHEIX JOKYMEHTOB
pa3pabaThIBAIOTCA Cnyx6o#i AenonpoH3BOACTER. Bugsl OJaHKOB OpraHH3alfHOHHO-
pacTiopAAUTENLHEIX JIOKYMEHTOB, TpeboBanna K UX ohOpMIICHUIO U HCTIONB30BaHUIO
yCTaHaBAHBAIOTCA MHIHBULYaNBHOH  HHCTpYKUHeH [0 JenonpoH3BOACTBY
OpTaHHA3alAH.

10.2. OGpasipl  OMapKOB  NOKYMEHTOB yTBEpAKIAIOTCS B COCTaBe
MHIHBUyanbHOH MHCTPYKIHUH 10 AeTONPON3BOAICTBY WIH TPHKA30OM PYKOBOTHTENS
B cocTaBe KoMIUIekTa (anbGoMa) GIaHKOB.

10.3. B opraHusanquy Aj MOArOTOBKY JIOKYMEHTOB MOIYT HACIIONH30BATHCS
61aHKH OOKYMEHTOB, M3TOTOBICHHbIC TUNOTPadCKUM crocoGoM HnH cpeacTBaMH
onepaTHBHOM mOMMrpaQuu.
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Opradnsanuy  BApase  IpH [OArOTOBKe AOKYMEHTOB  HCHONB30BATh
3NeKTpOHHBE HIAOIOHEI 6AAHKOB. DNEKTpOHHble MWIA0JIOHbI ONaHKOB JOJKHBI
¢OOTBETCTBOBATH 0bpasnaM 6J1aHKOB, yTBEPKAEHHBIX PYKOBOHTEIIEM OpraHU3aLAN.

10.4. bnaHkH Opl"aHHBaH,HOHI-IO—paCHDpH,IlPITeJ'IBHBIX IOKYMEHTOR,
npEMeHsAeMElE B OpTaHM3alMH, HE MOTYT TepenaBarbcd ApPYruM OpraHH3ALIAM,
OJPKHOCTHEIM M (GUIHUECKUM TTHILAM.

10.5. Cayx6a neonpou3BOCTEA OpraHH3aIHu:

ojopMngeT  3aKa3sl Ha J3rOTOBJICHHE  ONAHKOB  OpPraHH3al{HOHHO-
paclopAIMTENBHEIX ~ AOKYMEHTOB TunorpadckuM  clocoboM MM cpeacTBaMH
oNepATHBHOM ToHUrpaHH;

OCYINECTBIET ~ XpaHeHUS GAAHKOB OpTaHHM3aLHOHHO-PACTIOPSAHTEBHEIX
JAOKYMEHTOB M BEIAYy HX B CTPYKTYDHBIE IOAPa3ACCHNA OpraHu3alHy;

OCYIIeCTBIsET KOHTPONb 33 MpPABWIBHOCTBIO HCTIONB30BAHMA OJIaHKOB
OprafA3aIHOHHO-PACTIOPS AMTENBHBX JOKYMEHTOB" .

10.6. B opraHm3arun B COOTBETCTBHM C deepalbHEIM KOHCTHTYHOHHEIM
zakonoM «0O L'ocymapCTBEHHOM repbe Poccmiicxol fI)e,[[epalmm»38 H YCTAaBOM
OpraHu3alii HCIONE3YeTCs Meuarh ¢ BocTponsBeAcHHeM ['0CyAAapCTBEHHOTO repba
Poccniickoii ®enepaiiiy (fanee — neuarb OpraHU3aIuH).

B opraHH3alldH TalKe MOTYT HCTIONE30BAThCS TeYaTH [OApasAeleHHH, eyaTi
sl TIAKeToB M OTAENBHBIX KATETOPHI JTOKYMEHTOB, 2 TaKiKe MeTaLTT4YeCKHe
BEDKMMEBIE TICUATH ISl ONevaThiBaHksl loMeIlieH il M YI0CTOBEpeHHs CISIHANLHBIX
NPOTIYCKOB.

B opraHmu3ali¥ MOXeT HCIONB30BAThCA LIITaMIT (IUTAMIIBL) © dbaKCHMHUIBHOH
TTORITMCHIO pyKOBO,[lPITEJIH H UHBIX NOJKHOCTHBIX i,

TMopsgok  MCMONB30BAHHUA mTaMnoB ¢  (aKCHMHIBHOM  TOANHCEHIO
PYKOBOAMTENS M HHBIX HOTKHOCTHBIX aar’®, BUOBL JOKYMEHTOB, MONMCEIBACMBIX
haKCHMIILHOH NOANKCBIO YCTAHABIMBAETCA JIOKATBHEIM HOPMATHBHBIX aKTOM
oprasy3alim.

10.7. IleuaTs OpraHu3alHH C BOCTIPOU3BEACHUEM TocyaapcTBEHHOTO repda
Poccuiickot ®@emepalivii N0JDKHA COOTBETCTBOBATH TpeOOBaHAAM, yCTaHOBIESHHBIM

3 HMBWIyATEHON MHCTPYKIMEH M0 JeNONpOH3BOICTRY opraHuzANAH MOET OBITE [PEyCMOTPEHO
pefcHne yueTa GnaHKoB JOKyMEHTOR.

3% (DeniepanbHblil KOHCTHTYUHOHHEIH 32KOH OT 25 nexaBpa 2000 r. Ne 2-OK3 «O TocynapeTBeHHOM repbe
Poceuiickol Dencpaupiy (Cobpanue naxouonatenscTea Poccniickoii Qenepaltau. 2000, Ne 52, cr. 5021;
2002, Ne 28, cr. 2780; 2003, Ne 27, cr. 2696; 2009, Ne 46, ct. 5417, 2011, Ne 1, cT. 15 2013, Ne 30, ¢T. 4022;
2014, Ne 11, ct. 1088; 2017, Ne 52, c1. 7916).

¥ C yueToM TOTOXKEHHI YHKTA 2 CTATbH 160 wactu 1 Cpaxcnanckoro kogexca Pocoufickoli Dellepalls
(Cobpatpe 32aKOHOASTEMECTER PoccHiickoii Geacpaunn, 1994, Ne 32, 1. 3301; 2011, Ne 15, ct. 2038).
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TOCT P 51511-2001 «Ilewat ¢ BocripousseneHHeM I['ocynapCTBEHHOTO repba
Poccuiicxoit ®enepauun. Popma, pasMepbl U TCXHHIECKHC TpeGOBaHHm>4°.

10.8. TleyaT W WTAMIBl OpPrasEM3aliid H3rOTABIUBAIOTCA B KOIHYECTBS,
HeoBXOAHMOM XN OCYLIECTBIEHMS NOApPAsNeNCHHAMH Oprafhsaimyun H €0
paboTHHKaMH BO3NOXEHHBIX Ha HHX ¢ynkumit. Pemenne 06 H3rOTOBIEHAH
H KOIMHYeCTBe OJK3eMIUIApOB IeuaTedl M INTAMIOB TNPMHAMAET PYKOBOIMTENDb
OpraHmM3alMH [0 MNpPEACTaBACHHIO pPYKOBOAUTEIA CyxGpl  1ETONPOH3BONCTBA
OpraHM3aluH.

Ecnu nevaTh OPraHM3alil MCHOMB3YETCs B HECKONbKHUX SK3eMILIApax, HOMED
3K3eMILIAPA NEYATH yKa3HIBAeTCs B KIAIUE MedaTil [IpU ¢© H3rOTOBJICHIH.

10.9. ITeuaTsio OPraHU3alHK 3aBEPAIOT IOJTHHHOCTE OANHCH PYKOBOJHTENS
OpraHM3aL{H H MHBIX YMONHOMOYEHHBIX HM JIMI, Ha NOKyMEHTax H KOMHAX
JNOKYMEHTOB B COOTBETCTBHH C ITYHKTOM 2.49 ITpuMepHOH HHCTPYKHHH.

10.10. Tleyatm W IUTAMIBI BBLAAIOTCS JUIE HUCTIONB30BAHKA paloTHHKaM,
OTBETCTBEHHBIM 34 MX HCIIONb30BAHHE U XpaHeHHe IOJ| MOANNCH B XypHAIC yueTa
neuaTedl W LITAMIOB, Yder medared M INTAMIIOB OPraHW3allid BCACT Ciyxba
[ENONPOU3BOACTRA MM HHOS MOAPA3ACICHAE OPraHH3aluH.

10.11. Tipy WUCHONB30OBAHUH B paGoTe medaTH H IITAMIIBl XpaHATCA
B sanupatommxcs  mxadax (cefigax) pabOTHHKOB, OTBCTCTBCHHBIX 3a XpaHeHHe
H UCIIONb30BaHte nedaTeii H MITaMIIoB.

10.12. TTepenaua reqareii M [ITAMIOB [IOCTOPOHHEM JIHIAM HE JOIYCKaeTCs.
Bpmoc euaTedi U INTAMIOB 33  MpeAensl  OpraHWsalld  BO3MOXCH
B HCKJIIOUHTEIBHBIX CydasX N0 pelleHHI0 PYKOBOACTBA OpraHu3aliu (HanpumMep,
TpH TIO/WIMCAHHE JIOTOBOPOB).

10.13. Cmyx6a JenonpoH3BOACTBA OPTaHM3AUHH  EXEro/HO npoBepaet
cobmojienne pabOTHHKAMA YCTIOBHH HCHONB30BAaHMA M  XPaHCHUA neyaTei
H INTAMIOB B CTPYKTYPHBIX NOApa3/ie/IeHHAX OpraHu3aluH.

10.14. TpHueAine B HETOAROCTE M YTPATHBIINE 3HAEHNE IEIATH H IITAaMIIBI
nomnexar Bosspary B ClyX0y AeNONpOM3BOACTBA WM HHOE MOXPASACICHHC, Ha
KOTOPOE BO3NOXKEH Yy4YeT [euaTed K INTaMIos, JUIL NEHTPalu30BaHHOTO
yHuuTOXeHUA. [ledatn yHHYTOXKAOTCA MO aKTy € COOTBETCTBYIOLIEH OTMETKOH
B )XypHAJIE yUeTa nedaTel ¥ MTaMIIOoB.

10.15. JUts o6MeHa 3NEKTPOHHBIME [OKYMEHTAMH TOCPE/ICTROM MDBJIO
B OPraHU3aLMH JO/CKHEL ~ HCIONB30BATBCA  YCHICHHEIC KBATHGHUIMPOBAHHBIE
3MeKTPOHHbIE MOATHCH, COCTaB JOMKHOCTHBIX NHIL U paGOTHHKOB OpraHu3alHH —

© TOCT P 51511-2001 «Ileuarn ¢ pocnpou3BeenyeM ['0CYapCTBEHHOTO repta Poccriickoit Gepepanuu.
dopmMa, pasMEepsl H TEXHHHSCKHE tpeboranmy. — M.: MIIK H3n-Bo CTaHAapToB, 2004, ¢ H3MeHEHHAMHK
No 1-4.
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BIAZENBIEB YCHICHHBIX KBATH(HUMPOBAHHEIX OJCKTPOHHBIX TOATHCeH JOIDKEH
OIpeAeNITs PyKOBOMUTEND OPTaHU3ALIKH.

10.16. [Tpn nepenade opraHu3almMeld SNEKTPOHHBIX  JOKYMGHTOR  Ha
SMEKTPOHHBIN ajpec APYrod OpraHHU3aliii, a Take AN oOMeHa 3JIEKTPOHHBIMH
nokyMeHTaMH mocpezictBoM CDJl B opraHusaly W €c MOApa3JeNCHHAX MOTYT
HCMONB30BaThCA YCHIEHHBIe HEKBATH(QHUMPOBAHHBIE MCKTPOHHBIE NOANHCH H/uIv
IIPOCTHIE HJIEKTPOHHHBIC NOATHCH (Janee — BEKTpOHHAs HOANKCE) B COOTRETCTBHH
¢ @egepaneHEIM  3aKkoHOM oT 6 ampems 2011r. Ne 63-03 «(O0 3NEKTPOHHOM
noxmacH»* .

10.17. Duekrponnsii moxymenT B COJl  opraHH3aUmH, MOJMHCAHHEIH
MEKTPOHHON MOAMHCHI0, NMPH3HAECTCA PABHO3HATHBIM NOKYMEHTY Ha GyMaxKHOM
HOCHTENe, TOAMHCAHHOMY COGCTBEHHOPYYHON MOANKMCHI0 H HMECT OXHHAKOBYO
C HEM JOPHIHYCCKYIO CHITY NPH OHOBPEMERHOM CODIIONIEHHH CIEYIOLIHX yCIIOBHH:

KoY TOAMHCH, OTHOCSIMICA K KOHKPETHOH 3IIEKTPOHHOH MOAMHCH, Ha
MOMEHT [ONIHCAHWA OICKTPOHHOTO JOKYMEHTa SBJIETCH ACHCTBHTEIbHBIM
(HOCTOBEPHBIM), HE YTPaTHJI CHITy (He OTO3BaH);

NOATBEpX/eHa I[IOMIMHHOCTh JJICKTPOHHOHW TIOMFNMCH B 3NIEKTPOHHOM
JOKYMEHTE;

ZiaTa i BpeMs CO3JaHus NEKTPOHHON MOMITHCH sadurcHposankl B COJL;

3MeKTpOHHAs IONNKCH HCIONBIYEeTCs B COOTBETCTBHM C YCTAHOBICHHBIM
B OPTaHM3ALMN  pacmpefefieHHeM  MpaBa  NOJMMCH  JOKyMCHTOB MEX Y
JIOJUKHOCTHEIMH JIHLAMHE H pabOTHHKAMU.

10.18. Tenepannio 1 XpaHEHHe KIIOYeH HeKBaTA(GUIMPOBaHHON U TPOCTOH
11 8 COJ] mokeH oCyLUIECTBIATE aAMHHHCTPATOP CoOM.

10.19. Cnyx6a HeJIONMpOM3BOACTBA MM HHOE NOAPa3AeNeHHC OpraHusalliH
BeJleT YUeT KIHoUed 3MeKTPOHHBIX nommHceii’’ B CIMELHAIBEHOM XKypHane. Beigaua
MaTepHAILHEIX HOCHTEsIei 371eKTPOHHON MOANMKCH U HX BO3BPAT M0 UCTEHCHHH CpoKa
[eHCTBHS OCYIIECTRIAETCS T0J| IOANKMCE paGOTHHKA B KYPHAIIS.

10.20. CosgasdHe TapoJyeii Jns  MPOCTOH NEKTPOHHON  MOATIHCH
OCYLUECTBIACTCS B TOpSIKe, YCTAHOBIEHHOM JOKATBHBIM HOPMATHBHLIM aKTOM
OpTaBM3aliH, YCTaHABIHBAIOLUM NOPALOK SKCIUTyaTalliK C3JI ¥ Mcnonb30BaHUA
3NEKTPOHHBIX TOANKCeit NpH paboTe ¢ AOKyMEHTaMH.

Y pegepanpHbiit zaxkoH or 6 ampema 2011 r. Ne 63-D3 «O6 asnextponsod nogmich» {(Cobpande
sakoRonaTebeTBa Poccniickoli ®enepaunn, 2011, Ne 15, cT. 2036; No 27, cr. 3880; 2012, Ne 29, cT. 3988;
2013, Ne 14, ct. 1668; Ne 27, o1. 3463, c7. 3477, 2014, Ne 11, 1. 1098; Ne 26, c1. 3390 2016, Ne 1, o1, 65;
Ne 26, ct. 3889).

2 Bujel 3MeKTPOHHBIX TOANYUCEH, MCMONB3YeMBIX B OpTarH3alpi, YCTAHABNHBAIOTCA OpraHp3alued u
3AKPENUIAIOTCA B IOKATHHOM HOPMATHBHOM aKTE.
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ucnonpsyemoii B C3/I, sBISETCA
jalpaeTcd B COOTBETCTBUH

10.21 Kmiog 9aeKTPOHHOH MOIIIVICH,
xoH(pUACHIIHANEHOH uapopMamyiet M
¢ 3aKkoHOAaTenbeTBoM Poccuiickoit Meneparii.
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IMpunoxenne Ne 1

pexoMeHITyeMBii o6pa3er]
HauMeHOBaHHE OpTaHa rocyAapeTBCHHOR BIACTH
VTBEPXIAIO
DenepansHoe GI0MKETHOE YIPEXICHUC Jupexrop ©BY
«I-lAY‘Il-IO-I[CCJIEI[OBATEJILCKPIﬁ «HapMeHOBaHHE Oprani3amuny
INEHTP Hoonuce H.0. Qamuins
HAMMEHOBAHHE OPT AHU3ATIAH» Hata
(DBY «HHII ...»)
IIOJIOXKEHHE
Ne
06 OTIENe HayYHO-TEeXHHYECKOH
nadopMaIIK
Mockea
1. OOmue NonoXKeHua
1.1. Ortmen HAy4HO-TEXHHYECKOM HadopManue  (Janee — OHTH) sasageTca

CaMOCTOSTENEHBIM CTPYKTYPHBIM  IIOAPA3AENCHNEM OBV «HauMeHOBaHHE OpraHH3alllH»,
OCYWECTRIAIONMM  HEGOPMAIHOHHOE OGCHY)KUBAHME  HAYGHO-HCCICOBATENECKHX — H
MPOCKTHBIX TOAPA3AEIeHAN K opranizalii HAYYHO-METOAMYCCKOH HHpOpMAIeH N0 Hayke H
HAYYHO-TEXHUSECKOH MOMHTHKE ...

12. OHTU BosrnaBisieTcs 3aBedylolnM H  HEMOCPE/CTBEHHO MOIUHHACTCS
samectureno jupexropa ®BY «HamveHoBaHHe OPraHH3ALMHY, KYpPHPYIOIIEMY ACATENBHOCTH
OHTH.

1.3. Bapeayroumii OHTH nasHauaercd Ha AOIDKHOCTD H OCBOGOKIAETCA OT JO/DKHOCTH
npukasamu gupektopa OBY «HauMeHOBAHAE OPraHM3alEN B COOTBETCTRUM ¢ 32KIIOUEHHRIM
TpYJOBBIM IOTOBOPOM [O MpEJCTAaBNCHHEO 3aMECTHTCIA aupextopa OBY «HauMeHOBaHHE
OpraHu3alaNy», KYPHPYIOIIEro AESTCNBHOCTD OHTH.

1.4. OHTHU cocromTr H3 9CTBIpEX  CTPYKTYPHBIX mompasacIcHHR:  CEKTOpa
uHopMaonHore ofecneseHna U BENCHHR CTIpaBo9HO-MH(GOPMAaHORHOTO dounna, cexropa
3apyOexHoi HAYUHO-TeXHHYecKold MHGOpMalii B chepe HHHOBAUMIA, CEKTOPA SJEKTPOHHBIX
PECYpPCOB HAYUHO-TEXHHUECKOH uH(pOpPMAITHY H PEASKLIHOHHO-U3ATENBCKOTO CEKTOPd.

1.5, Peopranmsainui 4 JHKBHAAUUA QHTU mpoBoAMTCS TpHKA3aMKk IMPEKTOpa ®bY
«HaumMeHOBaHKE OpPTaHU3alMH? ...



TTpunoxeHue Ne 2
pekomenayeMbtii ofpasen

HaMeHORAHNE OPraHa rocyAapcTBEHHOH BIIACTH
denepanbroe OIOKETHOS YHPSKACHNS

«HAVYHO-UCCJIEIOBATEJILCKHAN IIEHTP
«HAMMEHOBAHME OPTAHU3AIIUH»

(OBY «HUL ...»)
MPUMKA3

25 oxrabpa 2017 1. 125
MockBa

2
wn

O co3JaniH IKCHEepTHON KOMUCCHH
H YTBEPKACHHN NOIOKCHIS O Helt

B uensx yAydlIeHHs OpraHM3alliM JSHONPOH3BOACTEA M APXHBHOTO XPaHCHAA
JOKYMEHTOB, 00pazylolIuXcd B ACATSNILHOCTH OBY «HauMeHOBaHHE OPTaHH3ALHY,
cobmonenns TpeGoBaHmii 3axoHoAaTemscTea Poccniickon Denepanua B cepe apxUBHOTO
fena.. MPHKa3 b Balo:

1. Co3aTh skcniepTHYIO KoMuccHio OBY «HanmeroBaHAS OPTaHH3AIIY B coCTaBe:

npezcenaTenb — 3aM. FeHEPATbHOFO IAPCKTOpa bavupmma H.0.;

CceKperaph — JeNonpoussoanTens PaMnnnA H.0.;

wieHs: HauambHuk obmero ormena ®ammmus MO, 3aMecTHTENb 3aBE/YIOLICTro
NAHOBO-3KOHOMHdecKHM othenoM Qammmus H.O., 3aMecTHICIb [JaBHOTO Oyxrantepa
Gamiwms M.0., saBexyiommmil OTAENOM KanpoB Pammiii H.0., s3asenyrolmii OTAENIOM
AMHOBALMORHEX TexHonoruit @amwms H.O., sapenylommii oTAenoM IKCIEPHMEHTATBHBIX
ucerenopannil Gamumas U.O.

2. YreepauTs [TonoxeHue 00 SKCIepTHOH KOMUCCHH (OpANOKEHHE).

3. KoHTponh 33 HCTOJHEHMEM TpUKa3a BOIMOXKHTE HA 3aMECTHTCHA reHepaabHOrO

mupexTopa Gamunusa U.O.

Hupextop Iloonucy H.0. ®amnnns
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[Tpusioxerne Ne 3
peKoMeHAyeMbiii obpasen

HalMeHORAHHE OPTaHa rocyJapCTBEHHOM BIIACTH
benepansHOE GIOMKETHOE YIPEKACHHE

«HAYUYHO-UCCJIEJOBATEJLCKHMI IEHTP
HAUMEHOBAHHE OPTAHMU3IALINH»

(PBY «HHL ...»)
PACHOPSIZKEHUE

Mockea

O MoAroTOBKE TIPSATOXKSHUH K
mwiany HUOKP na 2018 1.

B cemau ¢ dQopvmpoanneM Ilmana HUOKP nHa 2018 rom, d¢uHaRCUPYeMBIX H3
rocy/lapcTREHHOTO OromkeTa:

1. PykoBOAMTEIIM HAYYHO-HCCIICAOBATEILCKHX nozpasaenennit (Pamunrsg K.0., GaMuius
N.0O., ®avwms H.0., ®amamis W.0.) moAroTOBHT: K MPEACTABHTH yHICHOMY CEKpeTapio
npemoxkenps k miary HHOKP ua 2018 rozi B ¢pok 10 15.06.2017.

2. VueHoMmy cekpetapio (Pamamus H.0.) ofecneurs dopMupoBatHe MpoeKTa MIAHA
HHUOKP ua 2018 ron, duHaAHCHPYEMBIX A3 MOCYAapCTBCHHOTO GromxeTa, B cpok o 01.07.2017.

3. KORTposIh 3a MCIIONHEHHEM PacTOPKEHHSA BOIOKHATE Ha 3AMECTHTEI JHPEKTOPa IO
nayunoii pabote ®amunui .0,

Hupektop Hodnuce H.0. ®amunms



TMpunosxenue Ne 4
pexoMeHyeMbii o6pasel

HanMeHOBAHHE OPraHa rocy AapCTBeHHOH BIIaCTH
denepanbHOe GIODKETHOE YUPEKIICHHC

HAYYHO-UCCJIEAOBATEJLCKHH IEHTP
HAUMEHOBAHHE OPTAHU3AIIUID

(OBY «HHII ...»)
MPOTOKOJI

Mocksa

3aceAannsa AHPEKIIH

[IpencenaTenbCTRYIOMMI — DaMHITHL H.O.
Cexperaps — Gamuwms H.0.
[IpucyTcTBoBami: 17 4enoBek (CIHCOK TIPHIAracTCs)

TIOBECTKA JHA:

1. O Mepax o peasA3alin (peneparsHoM neneBoif mporpaMMel ...
Jloxuaz 3aMECTHTENA TAPEKTOPA Qavunua U.O.
2.

1. CIIYIIIAJTH: Tlexpos ILIL. — Teket XOKNAAA NPATAracTCA.
BbICTYTIHIIH:
davmmg 1.O. - kpaTkas 3allHCH BHICTYIUICHHA.

damwns U.0. — kpaTkad 3alKCh BRICTYIICHHA,
PELUMIIU: (TTOCTAHOBUIIH)
1.1. CdopMUpOBATH BpEMeHHEIE TBOPUECKHE KOMLIEKTHBEI IO peali3aiiiis TpOeKTOB deneparbHoi

neNnepoi IIpOrpaMMEL ...
1.2. TloAreTOBETD ¥ YTBEPANTH IUIAHEL PaGOTHL N0 MPOEKTAM denepansHoi 1eneBoi MpOTpaMMBbl
2. ...

TpercenatenbeTBy oMM IToonuco H.0. Pamrnis

Cekperaph Hodnuco U.0. Qamunus



Tpunoxexue Ne 5
pexoMeHAyeMbIi 06pasell

HaumeHOBaHHE Oprana rocyAapcTBSHHOMA BIACTH

denepanmpHOe OIOMKCTHOS YIPESKICHHAE

HAYYHO-UCCIETOBATEJILCKU HEHTP
«HAMMEHOBAHHE OPTAHH3AIIAH»

(®BY HHII ...»)
NMPOTOKOJI

Mockpa

ONepPaTHBHOTO COBCLLAHH
y 3aMeCTHTeNs AUPEKTOpa IIeHTpa

JamecTurens qupexTopa — dammmma H.O.

Cexpetapb — ®avmmg K.O.
TTpacyrcTeosana: Pavanmua H.0., Gamunis A.0., ®amumus H.O. ...

1. 06 oprapuzatun o6cneIoBaEMS 10 TEMC HUOKP ...

(Pamumig U.0.*, QamMimaa N.0., ®avunes 1.0.)

1. YcTadoBHTE, dTO ...
2. Pykosomuremo Temui (DaMrma 1.0.) ofecneauTh KOHTPONE ...

2. 06 yacTun B 3aceIaHAH paGoyed IPYIMEL IO . ..

(Pavanus H.0.*, GamMunns 1.0., ®amumua K.0.)
1. ToAroToBKTE K 3acefaHuI0o pabouei rpymribl MaTepHaJIpL O . ..

3aMecTuTeNb JHPEKTOPa Hoonuce H.0. ©avunus

Cexpetaph HHodnuce H.0. Gamunus

* TJepBoif yxa3bBagTCa PaMUNTHA H HHUIMAIIBT OCHOBHOTO AOKIAIUHKA, 3aTeM — (paMIiIui |
HHENKANTE! ML, YYACTBOBABIIHX B OGCYKACHHH BOHIPOCA.
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[Mpunoxenne Ne 6
peKOMeHKyeMBIi ofpaser

HanMeHOBaHKE OpraHa rocyAapCTBeHHOH BIaCTH

denepanpHoe OrOLKETHOS YHpeKICHUE

HAYIHO-UCCIEROBATENLCKHH Pexropy
HEHTP (HauMeroBatue y4eGROTO 3aBedcHIs)
«HAVMEHOBAHHE OPT AHA3AIID @amumas KO
(PRY «HHUII ...») INoutoBEIil aapec

Jlenusckuil nmpocr., A. 83, Mockea, 117296
e {495) 934-23-23; Ten./pake (495) 718-30-23
e-maikmail@techno.ry; hip:/fwww. innovation.ru

OKITO 02842709; OI'PH 1027700380724,

HHH/KIIIT 7708033109/771001024

30082017 Ne (01-22/345
Ha Ne oT

Q06 yuacTHH B aHKETHPOBAHUH

Veaxaemsiit Uma, OTuecTBO!

HpennaraeM Bam OpuHATE y4acTHE B aHKCTHPOBAHHH oBpasopaTeibHBIX OpraHA3alHH,
OCYILIECTBIAIONINX MOJITOTOBKY CIEIHAIHCTOB [0 HINKSHCPHBIM CIeMHAIBHOCTAM.

AHKETHPOBAHHE IPOBOMMTCA HAMH B HEJUIX cGopa HHGOPMAIHMH O By3aX, BRITYCKAIOLINX
CIEIHANHCTOB HEOOXOMAMEIX HaM CTICHHANBHOCTEH, KOTOPEX B JanLHeHmeM MOXHO ObUI0 G5l
NPUBICKATD A MPOXOMKICHIA MPOM3BOACTBEHHON TIDAKTHKH H TIONOJHCHHA  IITATa
CNIEIHATMCTOB Ha IPeANPHATHIX OTPACTH.

3anoNHEHHYIO aHKETY YIPOCKHM BRICTIATD B HA a1peC.
TIpunoxenne: AHKeTa Ha 2 1. B 1 2K3.

C yBaXKcHHEM,
Hupexrop

A.T.H., Ipodeccop Toonuco H.0. Gavunus

baMmwInA, UMS, OTICCTBO, pedepeHT AHPEKTOpA
(495) 934-23-23; mail@techno.ru



TTpunoxerue Ne 7
peKOMeH/yeMBlit 00pasel

HaiMeROBAHKE OPTaHA FOCYAAPCTBEHHOH BAACTH

PepepanbHoe GIOMKCTHOS YIPSKICHHE
FAVYHO-HCCAEAOBATENBCKHH
HEHTP
HARMEHOBAHHE OPTAHU3ALIUH»

(DBY «HHII ...}
AKT
05.08.2017 No 3

MockBa

TIPOBEPKHA TEXHHIECKOTO COCTOSHHA
OpPTTEXHHKH

Ocuopaune: npukas OBY «HU!ILY ...» o1 30.07.2017 Ne 89 «O npoBepke TEXHHICCKOIO
COCTOSHUS OPITEXHUKH, HCITOMb3YEMOI OTARNOM AETONPOHIBOACTEAY.

CocraplcH: 3aM. HAYaIBHUKA HHGOPMAIMOHHO-TCXHUICCKOTO otnena ®ammmas KO,
HAYANLHAKOM aJMHHHECTPATABHO-XO3AHCTBEHHOH cyx6pr @amunas H.O., 3as. OTACNOM
Aenonpon3soacTEa PaMHIHA H.O.

B Xoje MPOBEPKH TEXHHYECCKOTo COCTOSHHA OPTTEXHRKH OTACNa [ENOMpPON3BOXCTEA,
nposeacHHOi 04.08.2017, yCTAHOBICHO ...

TlpoBepKoii IpH3HAHB HENPATGAHBIMU I SKCIUTyaTalldH:

Hoonuce H.0. Gamunes
IToonuce H.0. ®amuiug

Hoonuce HN.0O. DaMunus
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TIpunoxenne Ne 8
PEKOMEH/LY SMB1H obpazen

OTIEJ AENOITPOH3BOACTBA
Mupextopy OBY «HHLL ...»
IOKNAIHAA SAITMCKA Oamunug 1.O.

10 okTa6pa 2017 1. _Ne 35

06 yReNHUeHHH MTATHOH
ypcAeHHOCTH TIOAPA3ACICHUA

VpakaeMetii Vimg OTyecTrO!

B cBI3M CO 3HAYMTEBHBIM YBSTIHISHHEM o6bemon o6pabaTsiBacMol KOPPeCTIOHACHIME,

MOCTYIAKOLICH B CBASH C ...
mponry Bac M3BICKaTh BO3MOXHOCTH yBEMHUMTh IITATHYIO YHCHCHHOCTD orfAena Ha OJHY

JOIPKHOCTH CTICHAATACTA 2-H RATEropHd.

C yBa)KCHHEM,

3aB. OTACIOM ITodnuce H.0O. Gavnnaus
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Mpuioxerne Ne 9
pexoMeHIyeMbii 0Gpasell

Komy: PykopomutenaM ynpasieHaH i OTACIO0B

O1: $avun 11.0., pyKOBOJHTENE aAMHHHCTPATHBHO-X03AHCTBeHHOR cIyacHBI
Jara: 17 anpens 2017 r.

Tema: [Toxava 3afBOK Ha aBTOTPAHCIIOPT

CJYKEBHAS 3ATIHCKA

B pemix ToBblmeHuA  (HeKTHBHOCTA  HMCNOMB30BAHHA ¥ COKpAlleHAd TPOCTOEB
ABTOTPAHCNIOPTHEIX CPEJICTB LCHTPA MPOILy pykopoauTelel Nofpas/eNncHAl MonaBarh jaqBKH HA

ABTOTPAHCIOPTHEIC CPCACTEA HE TMO3THCE 15:00 mpisi, NPEMIECTBYIOLIETO MOS3KE.

PyxoBOAUTENE AIMUHUCTPATHEHO™
XO3STHCTBEHHOH CITYKOET N.0. damunus



ITpunoxenne Ne 10

TIpuMepHEIii TIepe4eHb YTBEPKIACMBIX JNOKYMEHBTOB

1. Axtel (MpOBEpOK, DEBU3MH; COHCAHHA, IKCIIEPTU3bl;  JIMKBHAALMU
OpraHu3anui).
I"paduxu paboT, OTIYCKOB, CMEHHOCTH.
VIHCTPYKIMH, HOJUKHOCTHEIS HHCTPYKIIHH.
Knaccudukaropsl HHYOpMaLuH, AOKyMEHTOB.

MeTonuueckie PEKOMEHAAHH, METOJIMYeCKHe YKa3ahui 1 METORHUKH.

o v oA W N

. HomeHnxiarypa fein opraHn3aluH.

7. HopMsl U HOPMATHBbI (BPEMCHH, THCIIGHHOCTH paGOTHHKOB, pacxona Chpbi
1 MaTepHANIOB, 51EKTPO3HEPTHM).

8. Ommcy AN (OCTOSHHOIO, BPEMCHHBIX (cepImie 10 JieT) CPOKOB XpaHCHWL 1
f10 TAIHOMY COCTaBY).

9. TlepedynH (ROKHOCTEH, oprasu3alyi, BUIOB AHgopMalIig, JTOKYMEHTOB).

10. TlonmuTHkwH.

11. TTonoxenna (o moapa3aeNeHuIx, NPeMUPOBaHNIN, aTTEeCTAlluH).

12. Tlopsaxu.

13. IlpaBuna.

14. PersiaMmeHTHl (B TOM 9HCNIE PETTAMEHTEI GH3HEC-TIPOLIECCOB).

15. CTaHgapTHE: OpraHu3alHy.

16. YcTaBhlL.

17. VauduuypoBasubie GopMbi IOKYMEHTOB.

18. IlltaTHOE pacnuCcaHue.
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TIpunoxerne Ne 11

[TpuMepHBIi IepeueHb TOKYMEHTOB, 3aBepsAEeMBIX MeYaThio OpraHu3aliu

1. ApxusHad CTIpaBKa.

2. AxTE (OpHeMa 3aKOHYEHHBIX CTPOMTCNECTBOM 06BexToB, 000pYNOBaHYA,
RBINONHSHHBIX PaboT, CIUCaHus, 3KCHEPTHU3BI ).

3. KomuW M BHIIMCKH K3 JOKYMEHTOB, BhIIABAaeMBIX I IpeACTaBICHIA B
Apyrue OpraHu3aivy.

4, OGpasuBl OTTHCKOB MedarTed H noamuceii pabOTHHKOB, MMEIOINHX NpaBo
coBepIraTh (pMHAHCOBO-XO3ANCTBEHHEIC onepanuM.

5. IMopyuenus (CHOKCTHEIS, GAHKOBCKME, TEHCHOHHBIE;  TUIATOKHBIC,
JiHKaccoBbIe B 6aHK Ha NONy4eHHES HHBATIOTE! CO CHETOB, epeso]] BAIOTHL).

6. IlpencTaBieHHs H xoparalictea (0 HArpaXxjaCHHH - rocyAapCTBeHHBIMH
HarpaJaMp H [TPEMUASIMH).

7. Peectphl (UE€KOB, rnopy4eHui, NpeACTaBIIEMBIX B GaHK).

8. Cnpaska (0 AOXOAAX (usHUecKHX JHN, O BBIIIATE CTPaxoBbIX CYMM, O
GamaHcoBOW CTOHMOCTH OCHOBHBIX doHnoB, 1O 1epCOHM(UIIHPOBAHHOMY  YI€TY,
oOpMIICHMIO ~ CTPAaXOBBIX ~ CBUICTEIBCTE, [0 3ampocaM OpraHMsaupd, T
JOKYMeHTaM, PS0CTARIAEMBIM B CY, = 110 HEOOXOMHMOCTH).

9. YpocroBepenys pabOTHAKOB.



Ipunoxenne Ne 12

TIpuMEpHEIH HepeueHb HePEerHCTPAPYCMBIX BXOJAMUX OKYMEHTOB"

1. AHKeTH (pe3foMe), HaNpaBIACMELS B LIETHIX TPYAQYCTPOHCTBA.

2. ByxranrepcKne AOKYMEHTBI (6yxrantepckad OTYCTHOCT, C4eTa, CHera-
hakTypel, AKTHI CBEPKH B3aHMOpacucToB, AKTEHL TpHeMKH-Tiepeay OCHOBHBIX
CpencTB, TOBapHBIS HAKJIaZHELE).

3. TOCTSI, TexHHYeCKHe PELITaMEHTEl, PYKOBOAIINE M APYrUC JOKYMEHTEI IO
TEXHAIECKOMY PETYIHPOBAHNIO M CTAHAAPTH3ATIHH.

4. Tpaduxh, Hapsmsl, 3a98KH, pasHapAIKH.

5. JokymeHTsI  (TpOSKTEI IOKyMEHTOB),  TpeOyouIHne TIOATHCAHHS]
(coT/1acoBAHUS, YTBEP)KACHIA) H MOCTCIYIOMIETO BO3BPATA.

6. KonkypcHas DOKyMCHTalMs.

7. Hay4HO-TeXHHJIECKas ¥ NPOEKTHAA NOKyMEHTALMA.

8. KoppecnoHaeHIMA, aipecoBanHas paGoTHHUKAM OpraHu3aliy ¢ NOMETKOM
«JInyHO».

9. TTeuaTHsle W3JaHAA (KHUIH, )XYPHANEL, ra3erThl), KaTaTOrH, TeXHAH1eCKaA
NuTepaTypa, TEMATHUSCKHe H CIIeIHAIbHBIC cOOpHUKH, ILTAKATEL

10. TTo3apaBuTeNbHEIEC TACEMA ¥ TEICTPAMMB, GrnaroflapCTBEHHEIC THChMa H
TenerpaMMbl, IPATIACHTEIbHbIC GYIEeTH.

11, [IpeilickypaHTHL

12. TlpurnacuTenbHbIE GHIETE], MPHITAIICHY.

13. Tporpammbl KOH(pEpeHLHH, COBEIIAHH.

14. PeknaMHble MaTepHANB! (IHCHMa, THCTOBKH, IPOCTICKTEL OYKIeTDI).

15. Yue6Hbie [1aHbl, MTPOrpaMMBl.
16. ®opMbl H OXaHKH, B TOM TUCTE $HOPMEI CTATHCTHIECKOH 1 HHOIH OTUETHOCTH.

“ Eciu yKA3QHHEIC AOKYMCHTHI MOCTYRHIH © COMPOBOBHTENLHEIM TTHCHMOM, TTHCHMA PETHCTPHPYHOTCA B
MOpAKe, YCTAHOBIEHHOM i il O AEeNONPOH3EOACTBY OPraHH3alHH,
¥



