YTBepkaena npukazom Ne 283 ot «25» nekadps 2019 r.

HHCTPYKIUA
IO AEJOITPOU3BOJACTBY B I'AIIOY AO
«HOBOJABUHCKHI UHAY CTPUAJILHBIN TEXHUKY M»

I. O01mue mosoxxenus

1.1. Uucrpykuus mo nenonpou3BoictBsy B ['AIIOY AO «HoBOABHHCKHIT HHIYCTpHAIILHBIN
TEXHUKyM» paspaboraHa B coorBercTBuM ¢ [lomoxkennem o DepepanbHOM apXWBHOM arcHTCTBE,
yTBepkIeHHBIM YKa3oM IIpesunenra Poccuiickoit @eneparuu ot 22 uronst 2016 roga N 293 (Cobpanue
3akoHOmaTenbeTBa Poccmiickoit @eneparuu, 2016, N 26, ct. 4034), a Takke B COOTBETCTBHH C
3aKOHO/IATENBCTBOM Poccuiickoit ®@enepanyu B cepe mHGopManmu, JOKYMEHTAIIUH, apXUBHOTO JIena,
HAIMOHAJILHBIMH CTaHIapTaMH B cepe yIpaBieHHs JOKYMEHTaMH.

1.2. UncTpykius pa3paboTaHa B IIEISX COBEPIICHCTBOBAHHUS JCIONPOU3BOJCTBA U IOBBIIICHUS
3¢ pekTUBHOCTH pabOTHI C TOKYMEHTAMH ITyTEM pPETJIAMEHTAIINH HA €AWHON MPABOBOW W METOIMIECKOM
OCHOBE TpPaBUJI IMOJATOTOBKH JOKYMEHTOB, TEXHOJIOTMH pa0OThl C HMMH, OPraHU3alMM HMX TEKYILEro
XpaHEHUs U MOJIrOTOBKH K Mepe/laue B apXUB TEXHUKYyMA.

1.3. HWHcTpykuusi ycTaHaBiIMBaeT TpeOOBaHHS K JOKYMEHTHPOBAHHIO  YIPaBICHYECKOU
NEeSITeTbHOCTH M OpTaHM3aluy paboThl C JOKYMEHTaMH B JEIONPOM3BOJICTBE TOCYAApCTBEHHBIX
OpraHu3anui (majiee - opraHu3alys), HE3aBUCUMO OT MX OpPraHM3allMOHHO-IIPaBOBOH (HOPMBI, HEICH U
BH/JIOB JIESITETLHOCTH.

1.4. TlonoxeHus: WHCTPYKIIUHA PACIIPOCTPAHSIIOTCS HA OpTaHU3AIMIO PadOThI C OpraHU3aIMOHHO-
paclopsIUTENbHBIMI ~ JOKYMEHTAMH HE3aBHCUMO OT BHJ@ HOCHUTENS, BKIIOYAs MOJTOTOBKY,
PETHCTPAINIO, YYeT W KOHTPOIb HCIOJHEHHS JOKYMEHTOB, OPTaHH3alMI0 HX TEKYIIEro XpaHEeHWs,
OCYIIECTRIIIEMBIE C TOMOIIHI0 HH()OPMAITHOHHO-KOMMYHHKAIIHOHHBIX TEXHOJIOTHH.

1.5. OcobenHoctn opraHu3anmuyd pabOTBl € JTOKYMEHTaMH, COAEpKalMH HHGOPMAIHIO
OTPAaHUYCHHOTO JOCTyNa (KOMMEPUYECKYI0 TalHy, MepCOHATbHbBIC JTAHHBIC U WHYI0 KOHQUICHIIUAILHYIO
WHQPOPMAITUIO), PETYIHUPYIOTCSI OTACITBHBIMA HOPMATHBHBIMH AKTaMH, YTBEPXKIAEMBIMH JTHPEKTOPOM
TEXHUKYMA.

1.6. Opranm3anusi, BeJACHUE W COBEPIICHCTBOBAHUE JEIONMPOM3BOJCTBA HA OCHOBE CIIUHOW
MOJUTUKA W TPUHIIMIIOB, MPUMEHEHHE COBPEMEHHBIX HH()OPMAIIMOHHBIX TEXHOIOTHA B padore ¢
JOKYMEHTAMH, METOJTNUECKOE PYKOBOJICTBO U KOHTPOIb COOITIOZCHUS TIOPSIKa PaOOThI C TOKYMEHTaMH B
MOJpa3JeNICHUSX TEXHUKYMa BO3JIaracrTcsi Ha CTPYKTypHOE TOJpa3jcicHrue, OTBETCTBEHHOE 32 BEACHUE
JENOTIPOU3BOACTBa (manee — OOt oTnen).

OOmmit oTnen AelCTByeT Ha OCHOBAaHWUHM TOJOKEHHS O HEM, YTBEPXKIaeMOro pPyKOBOIMTEIEM
OpTaHM3AINY U OMPEAEIISIONIEro 3a1a4n U (DYHKIMH MOpa3IeNeHus, ero MpaBa H OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTh 32 OpPTaHU3aIlMI0 PabOTHI C TOKYMEHTaMH B IOJAPA3ZCICHHUSIX TEXHUKyMa
BO3JIaraeTcs Ha pyKOBOAWTENEH 3TUX Mojpas3fenennii. HemocpencTBeHHOE BeJeHHE JIeONPOU3BOICTBA B
MONIpa3ACTCHUSIX TEXHUKyMa OCYIIECTBISIETCS CeKpeTapeM-pedepeHTOM WM WHBIM PabOTHUKOM
MoNIpa3ieiieHnsi, Ha KOTOPOro BO3JOXKEHBI O0S3aHHOCTH 110 BEIECHHWIO JEJIONMPOM3BOJCTBA (Ianee -
JIENOTIPOU3BOJUTENh TIOAPA3IEIICHUS).

1.8.  JlomkHOCTHBIE  OOSI3aHHOCTH, TMpaBa W  OTBETCTBEHHOCTh paboTHHKOB  Ciry>KObI
JeTIONPOU3BOACTBA, JIENONPOU3BOANTENIEH IMOApa3ieiecHuii W WHBIX PaOOTHHKOB, OTBETCTBEHHBIX 3a
OpraHu3alMio PadOTHI C JOKYMEHTAMH, ONPEEISIOTCS JOIKHOCTHBIMA HHCTPYKLHSIMU.

1.9. Ha nepuoa OTIyCKa, KOMAaHAWPOBKH, 0OlIe3HH WM B CJIydya€ YBOJIbHCHUSA pa6OTHI/IKI/I
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CTPYKTYPHBIX HOILpaBI[CHGHI/Iﬁ OpraHuv3anuun 00sI3aHBI nepeaaBatb BCC HAXOAAIIMECS Ha HCIIOJIHCHUU
AOKYMCHTEI APYTOMY pa60THI/IKy 110 YKa3aHWIO PYKOBOAUTECIIA MMOAPA3ACIICHUA.

[Ipu cmene cexperaps-pedepeHTa COCTABISETCS aKT MprUeMa-Tepeadn JOKYMEHTOB U Je.

1.10. Conepkanue ciyxeOHBIX AOKYMEHTOB HE MOMJICKHUT pasriialieHuio. B3zaumopelicTBue co
Cpe/ACTBAaMH MAaccOBOW WMH(pOpMaluM, Tepenavya UM Kakoi-mu0o MH(GOpPMALMU MM JTOKYMEHTOB M HX
KOITHU M JOIMYCKAaCTCA TOJIBKO C pa3pClICHUA AUPCKTOpAa TCXHUKYMa HJIM HMHOI'0 YIIOJIHOMOYCHHOI'O MM
JOJDKHOCTHOTO JIUIIA.

PaborHuku TCXHHUKYMa HECYT NJUCHUIIIMHAPHYIO, aIMUHUCTPATHUBHYIO U WHYIO, YCTAHOBJICHHYIO
3aKoHoHaTenbeTBOM Poccuiickoin denepanuy, OTBETCTBEHHOCTh 33 HApYyILIEHHE CPOKOB XPAaHEHUS
JOKYMEHTOB, YTPaTy U HECAaHKIIMOHUPOBAHHOE YHUUTOKEHUE CITYKEOHBIX JOKYMEHTOB <2>.

<2> Crateu 192, 193 Tpynosoro koaekca Poccutickoit deneparuu; nynkrs 2; 15.11 cratbu 13.25
Konekca Poccutickoii denepariu 00 aAMUHUCTPATUBHBIX IIPaBOHAPYIIEHUSIX; CTaThs 7 DenmepanbHOro
3akoHa or 6 gexaOpst 2011 r. N 402-®3 "O Oyxrantepckom yuere" (CoOpaHue 3aKOHOIATENbCTBA
Poccwuiickoit ®enepanmm, 2011, N 50, cr. 7344; 2013, N 26, ct. 3207; 2013, N 27, ct. 3477; 2013, N 30
(Hacts 1), ct. 4084; 2013, N 44, c1. 5631; 2013, N 51, ct. 6677; 2013, N 52 (Hacrts I), c1. 6990; 2014, N
45, c1. 6154; 2016, N 22, ct. 3097; 2017, N 30, ct. 4440; 2018, N 1 (Hacts ), ct. 65).

1.11. Tlpu yrpare MOKYMEHTOB ceKperapb-pedepeHT MH(MOPMHPYET HaudalbHUKA OOIIEro OT/eia,
IIOCII€ YEro OPraHU3yeTCsl PO3bICK JOKYMEHTOB.

Ecnu po3bIck TOKyMEHTOB HE JaeT pe3yiIbTaTa COCTaBISAETCSA aKT, B KOTOPOM YKa3bIBAIOTCS JaHHBIE
YTPAa4eHHOr0 JOKYMEHTa, a TaKke OOCTOATENbCTBA, MPH KOTOPHIX IPOM3OILIA YTpaTa, IOCIE Yero
MIPEANPUHUMAIOTCS] MEPHI IO 3aMEIIeHNI0 TaHHOTO JOKYMEHTa 3aBEPEHHON KOMHUEeH TOKyMEeHTa.

1.12. Ha ocHOBe WHCTPYKIIMH B TEXHUKYME pa3palaThIBaeTCsl MHIUBUAyaIbHAs WHCTPYKIHS II0
JENTOTIPOU3BOJICTBY, YTBEPKIaeMasi PyKOBOIUTEIIEM OpTaHU3AIIHH.

1.13. B mensax opraHuzanuu paboTsl C TOKYMEHTaMH B (IUTHAIaX OpTaHU3aIld U 000COOIEHHBIX
CTPYKTYPHBIX TIOIpa3AeieHUsIX MOTYT OBITh BBENEHBl HWHCTPYKIMH I[I0 OpraHW3aluyd paboTHI ¢
JMOKYMEHTaMH, TOMONHSIONINE WHINBUAYaIbHYI0 WHCTPYKIIHIO TI0 JEMOMPOU3BOJICTBY OpPTraHU3AIluH, HO
HE NMPOTUBOpEYAIIHE EH.

1.14. IIpaBumna paGoTHI ¢ JOKYMEHTAMH B CHCTEME AJIEKTPOHHOT'O IOKYMEHTO000pOTa OpraHN3aIii
(manee - COJ/I) m wHBIX WH)OPMAIMOHHBIX CHCTEMaX, B KOTOPBIX OCYIIECTBISETCS CO3IAaHHE
(BKITIOUGHHE) W XpaHEHHE JOKYMEHTOB, HE MOJDKHBI BXOAWTH B IPOTUBOPEUHE C ITOJIOKCHUSMH
MHCTPYKIUH.

II. lokyMeHTHpOBaHHE YIIPABJIEHYECKOI 1esITeIbHOCTH

2.1. B cootBercTBUM € 3akoHOAaTENbcTBOM Poccuiickoit @enepanuu, J0KaJIbHBIMU HOPMATUBHBIMU
aKTaMy B OpraHM3alUH U3JAa0TCsl OPraHn3alMOHHO-PACTIOPSANTEIBHBIE JOKYMEHTHI.

2.2. OpFaHI/ISaLII/IOHHO-paCHOpH,[[I/ITeJ'II)HI)Ie AOKYMCHTHI, CO31aBa€MbIC B JACATCIIBHOCTH
OpraHuv3anuv, IOOJIKHBI OBITh 0(1)OpMJ'I€HI:I no IpaBujaM, YCTaHOBJICHHBIM HHCprKLIPIefI 1o
ACITONMPONU3BOACTBY OpraHuU3aluu.

BrocuTts kakue-mibo HCIIPABJICHU WA Z[O6aBJ'I€HI/I$I B INOAIIMCAHHBIC (yTBep)KI[eHHLIe) JAOKYMCHTHI
HC J0IIyCKacCTCA.

2.3. Ocobennoctn o¢GOpMIIEHHS JOKYMEHTOB, CO3[aBacMbIX B CTPYKTYPHBIX MOApa3AeIeHHsIX
OpraHu3aliy U OTPAXAOUIMX CHEUUPHUKY UX AEATENTbHOCTH, a TAKXKe MPaBHUiIa OpraHu3aliyd padoThl ¢
JaHHBIMU JIOKYMEHTaMH MOTYT YCTaHaBJIMBATbCSA OTAEIBHBIMU JIOKAaJbHBIMA HOPMATHBHBIMH aKTaMH
OpTraHH3allHN.
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2.4. CozmaHue MAOKYMEHTOB B OpraHu3anuu, wucnonb3yomeid C3JI, B LeIsIX MOBBIIICHUS
a¢dexruBHOCTH wuUcnonb3oBanus COJl, OCYyIIECTBISETCS C WCHOIb30BAaHUEM IAOJOHOB OJIAaHKOB
JIOKYMEHTOB U 111a0JIOHOB JJOKYMEHTOB.

OneKkTpoHHbIE AOIOHBI OaHKOB JOKYMEHTOB JOJDKHBI OBITH WACHTHYHBI OlaHKaM JOKYMEHTOB
Ha OyMa)>KHOM HOCHTEIIE.

2.5. Jna cozmaHMs JOKYMEHTOB, OTPKAIOMIUX CHEUU(UKY JEeATEIbHOCTH CTPYKTYPHBIX
MoJipa3AieiIeHN OpraHu3aliy, W YIpaBIeHUS AAHHBIMU JOKYMEHTaMHU MOTYT HCIIOJIb30BaThCS ApPYyTHE
WH(POPMAITUOHHBIE CUCTEMBI.

2.6. JIokyMeHTBl opraHu3anuu OQOpPMISIOTCS Ha OJIaHKaX WM CTaHAAPTHBIX JIUCTaX OyMaru
¢dopmata A4.

2.7. JI71sl U3roTOBJICHUS JOKYMEHTOB B OPraHU3aIlMH HCIIOIb3YIOTCS: OJIaHK NPUKa3a;
ONaHK pacropsHKEHHUS,

ONaHK MUChbMA ISl BENIGHHWS TEPENMCKU C OpraHM3alusMH M TpaKJIaHAMH, HaXOAALNIMMHUCS Ha
Tepputopun Poccuiickoit denepanuu;

[lo pemenwro pyKOBOAWTENS B OpraHU3aI[MM MOTYT WCIOIB30BAThCA ApPyrue ONaHKH: ONIaHK
MUChbMa PYKOBOJUTENSI OpraHU3allu UM WHOTO YIIOJIHOMOYEHHOTO UM JIHIA, OJIAHK TPOTOKOJNA, OJaHK
MMChMa CTPYKTYPHOT O TO/Ipa3 e eHusI.

st obopMiIeHHST pE30NIONMN Ha JOKYMEHTE B OpraHW3allMd MOTYT HCIIOIB30BAThCS OJIAHKH
PE3OIOIHHA.

2.8. Ilpu W3gaHUM JOKYMEHTOB Ha CTAHJAPTHBIX JIMCTax OyMarn Ha HHUX BOCIIPOW3BOISATCS
PEKBU3UTHI, HEOOXOAUMBIE TSI TOKYMEHTOB KOHKPETHOTO BUA UM Pa3HOBHIHOCTH.

2.9. Ha GmaHkax JOKYMEHTOB BOCIIPOM3BOAMTCS TOBAPHBINA 3HAK WM/Wid (3MOJieMa) OpraHu3alluu
(Ipu UX HAJIMYUN).

2.10. IIpoextupoBanue OJaHKOB JOKYMEHTOB ocymecTBisiercs B cootBerctBum ¢ ['OCT P 7.0.97-
2016 "Cucrtema cranmapToB 10 wuH(popMaruy, OWOMMOTEYHOMY W  H3IATEIBCKOMY  Jemy.
OpraHu3aoHHO-pacTIoOpAIUTeIbHAS JOKyMeHTalus. TpedoBaHus K 0pOpPMIICHHIO TOKYyMEHTOB" <3>.

<3> Paznen 6 "bmanku mokymenToB" I'OCT P 7.0.97-2016 "Cucrema craHmapTOB 110 HHPOPMAIINH,
OubnuoTreyHOMy U M3HaTeldbcKoMy aeny. OpraHu3alMOHHO-PACIOpSAUTENbHAS —JOKyMEHTaLus.
TpeboBanus k opopmirernio fokymeHToB" ¢ M3menennem N 1. - M.: Crangaptuadopm, 2018.

2.11. braHKH TOKyMEHTOB OpPTaHU3alli{ U3TOTABINBAIOTCS TUIIOrPa(CKUM CIIOCOOOM, CpeCTBAMHU
OIlEPAaTHUBHOI MOMUrpaduul UM KOMITBIOTEPHON TEXHUKH.

2.12. JIOKyMeHTBl HW3rOTaBIMBAalOTCI Ha OyMaKHOM HOCUTelne W B (OpPME BIIEKTPOHHBIX
JOKYMEHTOB C COONIOJICHNEM YCTaHOBJICHHBIX MPaBUII OQOPMIICHUS JOKYMEHTOB.

2.13. JlokymeHTbI opraHuzanuu, opopMieHHbIE Kak Ha OnaHke, Tak U 0e3 Hero, JOJKHBI UMETh
OJIsl HE MEHEe:

20 MM - JIeBOE;
10 MM - paBoe;
20 MM - BepxHee;

20 MM - HIDKHEE.
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2.14. HOKyMeHTI)I, n3gaBacMbI€ COBMECTHO OﬂHOﬁ WM HCCKOJBKUMMH  OpTraHU3aluiaMHU,
Oq)OpMJ'IHIOTCSI Ha CTAaHJAPTHBIX JIMCTAax 6YMal" 1 C BOCHPOM3BCACHHUEM PCKBU3UTOB BCEX Opr aHPI3aLIPII>i,
Y4aCTBYIOIIUX B U3JaHUW JOKYMCHTA.

2.15. Ilpu NOATOTOBKE TOKYMEHTOB AOIYCKAETCSl CHONb30BAaHUE JIMIIEBOM U OOOPOTHOM CTOPOHBI
nucta. [Ipu 1ByCTOpOHHEM CO3JaHMM JOKYMEHTOB LIMpPHHA JIEBOTO MOJS HA JIUIEBOM CTOPOHE JIUCTa U
MPaBOro MOJIsE HA 0OOPOTHON CTOPOHE JIUCTA AOJIKHBI OBITH PaBHBI.

2.16. Ilpu co3maHuu TOKYMEHTa Ha JBYX W OoJiee CTPAHUIIAX BTOPYIO M TOCICIYIOIIUE CTPAHHIIBI
HyMmepyroT. HoMepa cTpaHuI] IPOCTABIISIFOTCS 110 CEPEUHE BEPXHET0 MOJIs TIOKYMEHTa Ha paccTostHuu 10
MM OT BEPXHEro Kpasi JIHCTA.

2.17. 1ns M3roToBIIEHUS IOKYMEHTOB HCIIOJIb3YeTCs TapHUTYpa MIpUQTa MO BEIOOPY OpraHU3aINH,
BXOAAIIAass B CTaHJIAPTHBIA TakeT O(HUCHOrO MPOrpaMMHOrO OOECIEeYEeHHUs, HCIOIB3YEMOro
opranmuszanueii. Pazmep mpudra - N 12 - 14 it <4>.

<4> Pa3zmep mpudra (Keriib) u3Mepsiercs B MyHKTax (point); OMH MyHKT paBeH 1/72 nroiiMa, Wim
0,376 MM (cokpamenue: "pt").

[Ipu cocraBneHnW TAOIHII JOIMyCKAaETCsl MCTIONb30BaHue mprudToB MeHbMX pazmepos - N 10, 11
IT.

2.18. AG3aIHbIil OTCTYN B TEKCTE TOKyMeHTa - 1,25 cM.

3aronoBKU pa3leNioB W IMOAPA3IeiOB MEYaTaloTCs ¢ a03allHbIM OTCTYIOM WM LEHTPUPYIOTCS IO
IFPUHE TEKCTA.

2.19. Tekct mokymeHTa medaTtaerca depe3 1 - 1,5 MEKCTpOUHBIX HWHTEpBajia. TEKCT TOKyMEHTa
BBIpAaBHHUBACTCS 110 IIUPUHE JIHCTA.

MHOrocTpOYHbIE PEKBU3HUTHI NIEYATAIOTCS Yepe3 OJUH MEXCTPOUYHBIA WHTEPBAJ, COCTABHBIE YaCcTH
PEKBHU3HUTOB MOTYT Pa3leNAThCS JOMOTHUTEIHHBIM HHTEPBAIOM.

Ecnu moxymMeHT rOTOBUTCS I U3JaHUS ¢ YMEHBIIEHHEM MacIiTada, TeKCT IeJaTaeTcs 4epes JBa
WHTEpBaJa.

WnTepBan Mmexay OykBaMH B CIIOBax - OOBIYHBIN. VIHTEpBa MEXIy CIIOBAaMH - OJUH MPOOEI.

CTpoKH PEKBH3UTOB BHIPAaBHUBAIOTCS IO JIEBOW I'PAHMLE 30HBI PACIIONOXKCHHUS PEKBU3UTA MU
LIEHTPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHON CTPOKHU.

JvHa caMoii ATMHHON CTPOKM PEKBU3HTA MPHU YIIIOBOM PACIIONIOKEHUH PEKBU3UTOB He Oomee 7,5
CM.

JvHa caMoii ITUHHON CTPOKU PEKBU3WTA MPH MPOIOJIEHOM PACIONOXKEHUH PEKBU3UTOB HE Oojee
12 cMm.

220 OIIYCKA€TCA BbIACIATH MNOJYXHWPHBIM IIIPUPTOM CKBU3UTHI "a,u ecaT" "3aFOHOBOK K
5
TeKCTy" HIIN ”HO,[[HI/ICL", a TaK)XK€ OTACIIbHBIC (bparMeHTLI TEKCTa.

2.21. IIpu moaroToBKE MHOTOCTPAaHUYHBIX JOKYMEHTOB O(hOpMIISETCS TUTYIBHBIN JIUCT.

2.22. CocraB PCKBU3UTOB, UCIOJb3YCMbIX JIS O(bOpMJ'IeHI/ISI AOKYMCHTOB, OHNPCACIIACTCA BUIOM
(paSHOBI/I,I[HOCTLIO) OpPraHu3alMOHHO-PACTIOPAAUTCIIBHOI O JOKYMCHTA.

2.23. Ilpn moaroToBKe AOKYMEHTOB OpPraHMU3allMM HCIIOIB3YIOTCS PEKBU3HTHI, YCTAaHOBJICHHBIC
I'OCT P 7.0.97-2016 <5>:
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<5> TOCT P 7.0.97-2016 "Cucrema cTaHgapTOB MO HWHPOpPMAUHUH, OHOIMOTEUHOMY U
U3aTeIbCKOMY Neiny. OpraHu3aluoOHHO-PACHIOPSANTEIbHAS JOKyMeHTalHs. TpeOdoBaHus K 0hopMIICH IO
nokymeHToB", ¢ Mi3menennem N 1. - M.: Cranaaptuadopm, 2018.

a) sMbiema (B COOTBETCTBUH C TYHKTOM 2.9 MHCTPYKIIMH);
0) ToBapHBIN 3HAK (3HAK 00CTY>KMBaHUS) (B COOTBETCTBUH C IIYHKTOM 2.9 HHCTPYKIHUN);
B) Ko7 (popMBI JOKYMEHTA;

I') HAMMEHOBaHNE OpraHU3aINH;

1) HANMEHOBaHKE CTPYKTYPHOT'O [TOIpa3/ielieH s,

€) HaMEHOBaHHE JIOJDKHOCTH JINIIA;

) CIIPaBOYHBIC JAHHBIC 00 OpraHU3aI|H;

3) HAUMEHOBAHUE BUJIA JOKYMEHTA;

1) JaTa TOKyMEHTa;

K) PErHCTPaIOHHBIA HOMEp JOKYMEHTA;

JI) CChUTKA HAa PErHCTPAIMOHHBIN HOMEpP M ATy MOCTYIHUBIIErO TOKYMEHTA;
M) MECTO COCTaBJICHHS (M3TaHM) TOKYMEHTA;

H) Tpu( OrpaHUYCHHS TOCTyIA K IOKYMCHTY;

0) agpecar;

M) Tpu( YyTBEPIKIECHUS JTOKyMEHTA;

P) 3aTOJIOBOK K TEKCTY;

C) TEKCT TOKYMEHTa;

T) OTMETKA O TIPHIIOKECHUH;

y) rpud corimacoBaHUs TOKYMEHTA,

¢b) Bu3a;

X) TIOIIHNCE;

I1) OTMETKa 00 AIEKTPOHHOU MTOITUCH;

9) 1eyaTh;

1) OTMETKa 00 MCTIOHUTEIIE;

1) OTMETKA O 3aBEPEHHUH KOIUY;

bl) OTMETKA O TOCTYIJIEHUH JOKYMEHTa;

3) PE3OITIOIHS;

IO) OTMETKAa O KOHTPOJIC;
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5[) OTMCTKaA O HallpaBJICHUWU JOKYMCHTA B JCJI0.

2.24. bnank npukasa (pacopsyKeHHUs ) OpraHU3aliy JOJKEH BKIIOYATh PEKBU3HUTHI:

9MOs1eMy (B COOTBETCTBHH C IYHKTOM 2.9 HHCTPYKLIUN);

TOBapHBIH 3HAK (3HaK OOCITYKMBaHHUs) (B COOTBETCTBUH C IyHKTOM 2.9 HHCTPYKLUH);
HauMEHOBaHUE OpraHU3aliH;

HauMEHOBaHUE BU/Ia JOKYMEHTA;

MECTO COCTaBJICHUA WM U3JIaHUS TOKYMEHTA;

OTMETKU i1 pa3MelleHus pPEeKBHU3UTOB "nmata JOKyMeHTa", "perucTparMoHHBIA HOMeEp
JOKyMeHTa".

2.25. bnaHk nycbMa OpraHM3alvy JA0JKEH BKIIOUATh CIAEAYIOINE PEKBU3HUTHI:
9MOs1eMy (B COOTBETCTBHH C IYHKTOM 2.9 HHCTPYKLIUN);

. TOBapHBIN 3HAK (3HAK 00CTYXKMBaHUS) (B COOTBETCTBHH C IYHKTOM 2.9 MHCTPYKIIHN);
10. HaumMeHOBaHUE OpTaHU3AINH;

11. cripaBouHBIE TaHHBIE 00 OpraHHU3aIUH;

ogahrwdE

© N

OTMETKM JJIs1 TIPOCTABJIEHUS PEKBU3WUTOB 'HMaTa JOKyMeHTa', '"perucTpalMoHHBIA HOMEp
JOKyMeHTa'", "cChUIKa Ha PETUCTPAI[MOHHBIA HOMEP U AaTy MOCTYIHBIIEro JOKyMeHTa' .

B Onank mmchMa JOMMKHOCTHOTO JIMIIA JIOTIONTHUTEIHHO BKITIOYASTCS PEKBU3HUT '"HaMMEHOBAHUE
JOJHKHOCTH JinMa", a B OJIAHK MUCbMa CTPYKTYPHOTO MOApa3aeiIeHus (COBEIATEILHOT0, METOINIECKOTO,
3KCIIEPTHOTO MJIM MHOTO OpraHa) OpraHu3aliy - HAMMEHOBAHUE CTPYKTYPHOTO MOApa3IeiiCHUsI.

2.26. BHyTpeHHHE TOKyMEHTHI OpraHu3anud, odopmisieMble HE Ha OJaHKe, JOIDKHBI COAEPKaTh
COOTBETCTBYIOIINE BUIY JOKYMEHTA PEKBU3UTHI.

2.27. DmbOnema opraHW3aIy, pa3paOoTaHHAs W YTBEPKIACHHAS B IMOPSAIKE, YCTAHOBICHHOM
3aKoHOHaTeNbcTBOM Poccuiickoit deneparuy, pa3meraercs Ha OJlaHKaX JOKYMEHTOB B COOTBETCTBHH C
ITyHKTOM 2.9 HHCTPYKIIMU ¥ HA OCHOBAaHWH HOPMATHUBHBIX aKTOB OpTaHH3AIHH.

N3obpakeHne aMOJIeMbI ITOMENIAETCS Ha BEpPXHEM Iojie OaHka JOKyMeHTa Ha paccTosHud 10 Mm
OT BEPXHEro Kpasl JIMCTa, 3aXBaThIBasl YaCTh pabodeii 30HBI IOKYMEHTA, IEHTPOBAHHO HAJ PEKBU3UTAMHU
OpraHu3all}y.

2.28. ToBapuprii 3Hak (3HaK OOCTYXHBaHHS), 3apPETHCTPHPOBAHHBII B yCTAaHOBJICHHOM
3aKOHOIATENIbCTBOM Poccuiickoii Demepalinu MmMopsaKe, BOCIIPOM3BOAUTCS Ha OJaHKaX OpraHH3aIliu B
COOTBETCTBHH C TIYHKTOM 2.9 MHCTPYKIIMH ¥ HA OCHOBAaHMHM HOPMAaTHBHBIX aKTOB OPTAHU3AIIHH.

N3obpakeHre ToBapHOTO 3HaKa (3HAKa O0OCTYy)KHBaHHs) IOMEIIAETCS Ha BEPXHEM IOJIe JOKYMEHTa
Ha paccTosHuH 10 MM OT BEpXHEro Kpas JIMCTa, 3aXBaThiBas 4acTh paOoueil 30HBI JOKYMEHTA, Haj
PEKBU3UTAMH OpPTraHU3allMM WM CJcBa HA YPOBHE HAMMCHOBAHHS OpraHW3alliy, 3axXBaTbiBas YacTb
JIEBOT'O TTOJISL.

2.29. Kon ¢opmbl MOKyMEHTa MPOCTaBISICTCS Ha YHU(DHIMPOBAHHBIX (POpMax TOKYMEHTOB B
coorBerctBur ¢ OOmepoccuiickuM Kiaccuukaropom yrpaBieHdeckod moxymeHntarnuu (OKY ) nmm
JIOKaJIbHBIM KJIacCH(UKATOPOM, PACHOiaraeTcss B MPaBOM BEPXHEM yIiIy pabodero mois JOKYMEHTa,
cocrout u3 cioB "Popma 1o (HauMeHoBaHue Kiaccupukaropa)” u nudpoBoro Koja.

2.30. HaumenoBaHue OpraHuv3anvu Ha OnaHke JAOKYMCHTA  OOJDKHO  COOTBCTCTBOBATH
HaMMCHOBAHUIO HOPUANYCCKOIro JiMIla B YCTAaBC€ OpPraHU3allUH. Ha Onankax JAOKYMCHTOB YKa3bIBaCTCA
IIOJIHOC O(bHHHaHLHOe HAaNMCHOBAHUEC HOPUANYCCKOI'O JIMIAa C YKa3aHUCM €ro OpFaHHSaHHOHHO-HpaBOBOﬁ
q)OpMI)I, HaJl HAUMCHOBAHWECM OpTraHHU3allud YKa3bIBACTCS HAMMCHOBAHUC BBIH.IGCTOHH.IGIZ OpraHu3zanuu
(HpI/I (S5 HaHI/I‘lI/II/I), noag HaMMCHOBAHUCM OpraHu3alvu B CKOOKax YKa3bIBACTCA COKPAIICHHOC
HaMMCHOBAHUC OPraHU3alH, €CJIN OHO MPEAYCMOTPCHO YCTAaBOM.

2.31. HaunmeHoBaHME CTPYKTYPHOrO moApasieneHus (B TOM uucie (uianana, OTAENCHHS,
MPEACTaBUTENbCTBA, KOJJIETMAJbHOTO, COBEIIATEIbHOIO HMJIM WHOTO OpraHa) yKa3blBaercs B OlaHKax
MUceM U OJIaHKaX KOHKPETHBIX BUAOB JOKYMEHTOB, H3/1aBA€MbIX COOTBETCTBYIOIIMMH MOAPA3/ECHUSIMU
B COOTBETCTBHM C JIOKAaJbHBIMM HOPMAaTHUBHBIMH aKTaMH oOpraHu3anud. Han HaumMmeHOBaHUEM


consultantplus://offline/ref=3432E7D10CC1664A4B8B050A07C148B39DA79C0EEBB9EA970716BFB0F41E9AFEF9141D266058F8DE6FB2D11C0BcBh1I

CTPYKTYPHOIr'0O  moApasaCiICHUSA  YKAa3bIBACTCd  HAWMMCHOBAHUC  OpraHuU3allid, YbUM (I)I/IJ'II/IEUIOM,
OTACICHUEM, MpeACTaBUTCIILCTBOM, KOJUUICrMaJIbHBIM ~ WJIK  COBCIIATCIIBHBIM ~ OPraHOM  JJTaHHOC
nmoapasaciiCHUC ABJISACTCA.

2.32. HaumeHoBaHMEe JOJKHOCTH JIMIIa HCIOJIB3YCTCA B OlaHKax IHCEM JOJIZKHOCTHBIX JIMI[ MU
pacmnojaracrcsa nmog HauMCHOBAHUEM OpraHU3alliu.

2.33. ChpaBouHbIe JaHHbIC 00 OpraHU3allMU YKa3bIBAlOTCA B OJaHKaX IMUCEM W BKIIIOYAIOT:
MOYTOBBII ajJpec OpraHu3alMy (JONMOJHUTEIHLHO MOXKET YKa3bIBaThCSA aj[pec MecTa HaXOXKICHUs
IOPUIINYECKOT0 JIMIA, €CTM OH HE COBMAJaeT ¢ TOYTOBBIM ajpecom); Homep Tenedona, dakca, aapec
3JIEKTPOHHOMW MOYTHI, CETEBOM aJjpec, a TaKKe KO opraHuzanuu 1mo OO0mepocCHCKOMY KITacCU(PHKATOPY
npennpuatuit u opranuzauuit  (OKIIO), ocHOBHOW rocynapCTBEHHBIM pErucTpallMOHHBIN HOMEp
opranm3zanuu (OI'PH) u uaeHTH(OUKAIMOHHBIN HOMEP HAJOrOILUIATENIbITUKA/KO PUYUHBI TOCTAHOBKU
Ha Hasjorobli yuer (MHH/KIIIT).

2.34. HammeHoBaHHE BHJa JOKYMEHTa YyKa3bIBaeTCA HAa BCEX JOKYMEHTAaX, 3a HCKIIOYCHHEM
JICNOBBIX  (CIYy)KEOHBIX) IHCEM, pacloyiiaraercs I0J] HAaMMEHOBAHMEM OpraHU3alud (CTPYKTYPHOI'O
ToJipa3AeeHts, TOKHOCTH).

2.35. Jlata mokymeHTa JTOJKHA COOTBETCTBOBATH JATE MOANUCAHUS (YTBEP)KACHHS) TOKYMEHTA I
(B mpoTOKONax) aTe COOBITHS, 3aUKCHPOBAHHOTO B JIOKYMEHTE.

JlaTa 1OKyMeHTa 3aITMCHIBAETCS B IOCIEIOBATENLHOCTH: IEHb MECSIIA, MECSII, TOI OJHUM U3 JABYX
CIIOCO0OB:

apabckumu b pamu, pasneneHapMy Toukoit: 05.06.2018;
CJIOBECHO-IIM(PPOBBIM criocoboM: 5 urons 2018 r.

Ha noxymenrax, oopmisieMblx Ha OJaHKe, JlaTa JOKyMEHTa MPOCTABISETCS TOJA PEKBU3UTAMU
"HaMMEHOBaHHE BUJA AOKyMeHTa" (B OJaHKaX KOHKPETHBIX BUIOB JIOKYMEHTOB) U "CIIPaBOYHBIC TaHHBIC
00 opranmzamuu” (B 6J1aHKaX IFICEM).

Hatoit moxymeHTa, W3IaHHOTO COBMECTHO JBYMS WM Ooiee OpraHM3alusMU (IOKHOCTHBIMHU
JUTAMH ), SIBJISIETCS 1aTa TIOAIICAHMUS JOKyMEHTA TIOCIEeTHEH CTOPOHOM.

2.36. PerucrpanuioHHbIi HOMEp TOKyMEHTa - MI(POBOH i OyKBEeHHO-IIM(PPOBOI UACHTU(HUKATOP
JOKYMEHTA, COCTOSIIIMN U3 TIOPSKOBOrO HOMEpa JOKYMEHTa, KOTOPBIM, IO YCMOTPEHHIO OpraHH3aIlnH,
MOXKET JOMONHATHCS NHU(POBEIMH WM OYKBEHHBIMH KoAaMmu (MHIEKCAMH) B COOTBETCTBHH C
HCIOJIb3YeMbIMU KIaCCUPUKATOPAMH.

Ha nmokymeHTre, COCTaBICHHOM COBMECTHO IBYMsS W OoJliee OpraHH3alMsIMH, IPOCTABISIOTCS
pErUCTpanOHHBIE HOMEpa JOKYMEHTa, NPHCBOCHHBIC KaXKJIOH M3 OpraHm3anuil. PermcrpanuonHHbIe
HOMEpa TIPOCTABIIIOTCSA B TOPSIKE YKa3aHWsS HaWMEHOBAaHHWN OpraHM3allMii B 3arojOBOYHON YacTH
(mpeamOyiie) TOKyMEHTa M OTHEISIOTCS APYT OT APyra KOCOW 4epTOoi.

2.37. CcpUika Ha PECUCTPALIMOHHBIA HOMEp U JAaTy NOCTYNHUBLIETO ITOKYMEHTA, COCTOALIAs W3
PETUCTPallMOHHOTO HOMEpA U JIaThl BXOMAIIET0 JJOKYMEHTa, Ha KOTOPBINA JaeTCsl OTBET, MMPOCTABIISIETCS B
sune ormeTky "Ha N ... or ..." B O1aHKe muchpMa.

B Tekcr nmcema-orBera CBCACHUA O PCruCTpAllMOHHOM HOMEPEC U AATC IMOCTYIMUBLICIO NMHMCbMa HE
BKIIIOYAarOTCs.

2.38. Mecto cocraBieHusi (M31aHHsA) AOKYMEHTa YKa3bIBAaeTCsi BO BCEX JOKYMEHTax, KpOMeE
JEeNOBBIX (CIy’)KEOHBIX) IMHCEM, BHYTPEHHHX HH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB, a TaKXe B
cilydae, €ClIM MECTO HaXOXKJEHHs OpraHM3allui BXOAWT B €€ HalMEHOBaHMe, Hanpumep: HoBoaBuHCKuUI
WHAYCTPUAIBbHBIA TEXHUKYM.

MecTo cocTaBieHHS (I/IS,Z[aHI/IH) JAOKYMCHTA YKa3bIBACTCA B COOTBCTCTBUM C TIPHUHATHIM



AJIMUHUCTPATUBHO-TCPPUTOPHUATIBHBIM JCJICHUCM, HAIIPUMCD: T. HOBOILBI/IHCK AanHFeﬂLCKOﬁ obmacTu.

2.39. I'pud orpaHuueHHs JOCTYIA K TOKYMEHTY MPOCTABIISICTCS B MIPABOM BEPXHEM YIUIy MEPBOrO
JUCTa JOKyMeHTa (IPOeKTa JOKYMEHTa, COMPOBOJUTEIBHOI'O MHChMa K JOKYMEHTY) OT T'PaHHIIbI
BEPXHEro MO TNpPH HAIWYUM B JOKYMEHTE HWH(OpMAIMH, JOCTYI K KOTOPOH OrpaHHYHBACTCS B
COOTBETCTBUM C 3aKOHOJATENbCTBOM Poccuiickoin denepannu.

Bugpl ucnonb3yeMblX B OpraHu3alii TPUQOB OrpaHUUCHHUS AOCTYNa JOJDKHBI COOTBETCTBOBATH
3aKOHO/IATENTFHBIM W MHBIM HOPMATHBHBIM IMPAaBOBBIM akTaMm Poccuiickoit Depepalinu M JTOMKHBI OBITh
3aKpeIyIeHbl B JIOKAJIBHBIX HOPMATUBHBIX akTax. ['pud orpaHuueHus AocTyna K JOKYMEHTY (TIOMeTKa
"Inst cmykeOHOrO monp3oBanus" <6>, rpud "KomMepueckas taitna" <7>) MOXKET JOMOIHATHCS HOMEPOM
3K3EMIUISIpAa JOKYMEHTAa M JIPYTMMH CBEICHHUSIMU B COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuiickoit
denepanuu.

<6> [lynkr 1.4 ITonmoxeHust o mopsijike oOpaiieHus co ciry:xeOHoi nHdpopMmalreil orpaHuIeHHOro
pacmpoctpaHeHusi B (elepaibHbIX OpraHax MCIOMHUTEILHONH BIIACTH, YIIOJIHOMOYEHHOM OpraHe
YIpaBJIEHHUS HCIOIb30BAaHMEM AaTOMHOM SHEPrud M YIOIHOMOYEHHOM OpraHe M0 KOCMHYECKOH
NeSITeTbHOCTH, YTBEpKIeHHOTro moctaHoBieHHeM [IpaButenscTBa Poccmiickoit denepanuu ot 3 HOAOps
1994 r. N 1233 (Cobpanue 3axkoHomarenbctBa Poccutickoit denepammu, 2005, N 30, ct. 3165; 2012, N
31, ct. 4368; 2016, N 9, cT. 1263; 2016, N 13, ct. 1833).

<7> Yactp 4 craten 6 PenepansHoro 3akoHa ot 29 utons 2004 r. N 98-®3 "O kommepueckoit
tarine" (Cobpanue 3akoHoaaTenbcTBa Poccuiickoit ®eneparum, 2004, N 32, ct. 3283; 2006, N 6, cr. 636;
N 52, ct. 5497, 2007, N 31, cr. 4011; 2011, N 29, c1. 4291; 2014, N 11, ct. 1100).

B [LOKYMEHTax OpraHusaumu, COAEeprKaliMx CBELEHMUsA, COCTAaBAAIOWME KOMMEPUYECKYIO TaiHy, B
cooTBeTCcTBUM ¢ PegepanbHbiM 3aKoHOM OT 29 mntona 2004 r. N 98-93 "O Kommepueckoit TaliHe" Hapagy
c rpudom yKasbiBaloTcA MosHoe oduuMaNbHOE HaMMEHOBAHME OPUAMYECKOrO /MLa, MEeCTo ero
HaxoxKaeHun. Hanpumep:

Kommepueckas Taiina

T'AIIOY AO «HoBOABUHCKHUH HHITyCTPHATBHBIA
TEXHUKYM»
MecTo HaXOXKIEeHUS

2.40. AnmpecaT - pEKBH3WT, HCIOIB3YEMBIH NMPU OPOPMIICHUH IEIOBBIX (CITyXKeOHBIX) IMHCEM,
BHYTPEHHHUX MH(OPMAIIMOHHO-CIPABOYHBIX TOKYMEHTOB.

AnpecaToM JOKyMEHTa MOXET OBbITh OpraHu3alys, CTPYKTYpHOE MOApa3eleHue OpTraHu3aliH,
JOJDKHOCTHOE MK (PU3UUECKOE JIULIO.

PexBusuT "anpecar” odhopmisiercs Ha GiaHKe C YIIIOBBIM PACIIONOKEHUEM PEKBU3UTOB - B BEpXHEH
MpaBoOil YacTH JOKYMEHTa, Ha OJIaHKE C IPOAOJIBHBIM PACIOIOKEHHEM PEKBU3UTOB - CHpaBa O[]
pexBu3uTaMu O6nanka. CTpokH peKBU3UTA "ajapecaT" BHIPAaBHUBAIOTCS MO JIEBOMY Kparo MIIM LEHTPYIOTCS
OTHOCHUTEJIBHO CAaMOH JJIMHHOW CTPOKH.

IIpu agpecoBanMm JIOKYMEHTa PYKOBOAUTENIO (3aMECTHTENIO PYKOBOJUTENS) OpPraHH3aLUH

YKa3bIBalOTCAd B  HAATCIIBHOM IMAACKE HAUMCHOBAHUC NOJDKHOCTH PYKOBOIAUTEIIA (SaMecTI/ITeJ'IH
pYKOBO,Z[I/ITeJ'IH), BKJIFOYAKOIIIEC HAUMCHOBAHUEC OpraHU3alu, (l)aMI/IJ'II/IIO, WMHHUIMAJIbI JOJDKHOCTHOI'O JIMIIA.

Hampumep:
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Hupexropy

T'ATIOY AO «HoBoaBUHCKUI MHTyCTpUATBHBIN
TEXHUKYM)

®ammmus 1.0.

HpI/I alp€COBaHMM IHMCbMa B OpraHU3alydiO YKa3bIBACTCA €€ TIIOJHOC WM COKPAIICHHOC
HaAaMMCHOBAaHHEC B MMCHUTCIBHOM ITaACKCE.

[Ipu anpecoBannM TOKyMEHTa B CTPYKTYpHOE MOIpa3/ielieHne OpraHu3alny B pekBu3uTe "ajapecat"
YKa3bIBalOTCA B HWMCHUTCIBHOM MaACKE HAWMMCHOBAHME OpraHu3aliiyd, HHXE - HAWMMCHOBAHHC
CTPYKTYPHOTO mojipasenenus. Hampumep:

T'ATIOY AO «HoBoABHHCKHI MHIYCTpUAIbHBIN
TEXHUKYM)

Ilpu anpecoBaHMH TMCbMa PYKOBOAMUTENIO CTPYKTYPHOTO TOJIPA3/I€NIEHUs] YKa3bIBAlOTCA B
UMCHUTCIIBHOM IMAaACKE HAMMCHOBAHUE OpraHu3allvid, HWXKXE - B JAaTCIIBHOM IMaJCKE HAWMCHOBAHUEC
JOJDKHOCTH PYKOBOJUTENS, BKJIIOUAIOIIee HAMMEHOBAHHWE CTPYKTYPHOTO TIOJpa3JeieHus, (HaMHIHIO,
uHunmanel. Hanpumep:

T'ATIOY AO «HoBOABHMHCKUI MHTyCTPHATBHBINA
TEXHUKYM» 3aMECTUTEII0 nupekTopa mo Y BP
Oamumusa U.0.

n n

Iepen (¢amwmmmeli JOMKHOCTHOTO JIUIA JIOMYCKAaeTcsl YIOTPeOJSITh  COKpalleHHe 'T-Hy
(rocomuHy), ecim aapecaT MYKIHHA, WK "'T-ke" (TOCTIOKE), eCiH aapecaT KEHITNHA, HallpuMep:

r-gy @amumms 1.0.
r-xe @amumus 1.0.

[Ipu pacceiTke JOKyMEHTa TPYIIe OPTaHN3alHi OHOTO THIIA UM B CTPYKTYPHBIE MOAPA3ACTICHUS
OTHOW OpPTaHM3AINH, aJipecaT yKa3biBaeTcst 0000menHo. Hampumep:

PykoBogurensm "HanmenoBanue
opraHuzanuu"

PykoBoaurensim
"HanmeHoBaHUe
opraHuzanuu"

IIpu paccbuike OOKyMEHTa HE BCEM OpPraHM3alusM WIH CTPYKTYpHBIM TOIpPA3leNeHUSM IO
pekBu3uTOM "Anpecat” B ckoOKax ykasbiBaercs: (1o criucky)". Hampumep:

PykoBoaurensm "HauMeHnoBaHue
opraHuzanuu"
(o crimcky)

Crucok PAaCCBUIKU COCTABJISACTCA UCIIOJIHUTCIICM.

Ecnn nuceMo HampaBisieTCcsl B OPraHU3aLUI0 WU JOKHOCTHOMY JIMILY M JUIS CBEIICHUS €lle pALy
OpraHu3alMii WM JOJDKHOCTHBIX JIML, O0Iee KOJINYECTBO aJpecaToB HE NOIKHO OBITH Oosiee yerbipex,
IIPH 3TOM OCHOBHOM aJipecaT yKa3bIBAaeTCs MEPBbIM, cioBO "Konus" nepen BTOpbIM, TPETBUM, YETBEPTHIM



aJipecaTaMiu HC I€UaTaACTCA.

B cocraB pekBusuta "Anpecar" MOXXET BXOAUTH MOYTOBBIM aapec. DIEMEHTHI TOYTOBOIO ajapeca
yKa3bIBalOTCS B IOCIENOBATENbHOCTH, YCTaHOBJIEHHOW IlpaBmiiaMu OKka3aHus yCIyr ITOYTOBOM CBSI3U
<8>:

<8> Ilynkr 22 [IpaBuin okazaHusl yCIyT TIOYTOBOM CBSI3H, YTBEPKICHHBIX TPUKa30M MHUHHUCTEPCTBA
CBS3M M MacCcOBbIX KomMMyHuKanmii Poccuiickoit ®eneparmu or 31 wuroms 2014 r. N 234
(3apeructpupoBad B MuHucTepcTBe tOocTUIMU Poccuiickoii ®epeparun 26 npexadbps 2014 r.,
peructpanionHeiii N 35442), ¢ u3MEHEHUSIMU, BHECEHHBIMH MpPHUKa30M MMUHHUCTEPCTBA CBSI3U U
MacCoBbIX KoMMyHuKanmid Poccutickoii ®eneparun or 13 ¢despans 2018 r. N 61 "O BHeceHuu
W3MEHEHHH B NMpUKa3 MUHHUCTEPCTBA CBSI3M U MacCOBBIX KOMMyHHKanuii Poccuiickoit ®eaepanum ot 31
utonst 2014 . N 234 "O6 yrBepkaenun [IpaBui okazaHHs YCIIyT IMOYTOBOM CBSI3U" (3apETUCTPHPOBAH B
Munucrepctse roctuiiuu Poccuiickoii @eaepannu 28 mapta 2018 1., peructpamuonssiii N 50545).

a) I IOPUAMYECKOTO JIMIAa - TOJHOE WM COKpAIleHHOEe HauMEHOBaHUWE (IIPU HAIWYUH), IS
rpakjaHuHa - (paMuIMs, UMsi, OTYECTBO (ITOCIICAHEE IPU HAJUYHUH );

0) 6GaHKOBCKHE PEKBHU3HUTHI (ISl TIOYTOBBIX MEPEBOOB, HAMPABIISIEMBIX IOPUINIECKOMY JIHILY WIIH
MPUHUMAEMbIX OT FOPHIMYECKOrO JIKIIA);

B) Ha3BaHUE YIHIIBI, HOMEP JOMa, HOMEP KBapTHPHI;

') Ha3BaHME HACEIEHHOT O IyHKTa;

1) Ha3BaHHE paiioHa;

€) Ha3BaHME PeCHyOJIMKH, Kpasi, 00JacTH, aBTOHOMHOI'O OKpyra (00J1acTh);
’K) Ha3BaHUE CTPAHBI (I MK TyHAPOIHBIX ITOYTOBBIX OTIIPABIICHUH);

3) ITOYTOBBIN MHACKC.

IlouToBsIit aapeC HE YKa3bIBACTCA B HNOKYMECHTAX, HaIlpaBJIAE€MbIX B BBICIIME OpraHbl BJIACTH,
BBIIICCTOAINNE OpraHU3aluy, IMOABCAOMCTBEHHBIC OpraHU3allMd U IOCTOAHHBIM KOPPECIIOHACHTAM (33.
HUCKIIIOUCHUEM HaIIPaBJICHUS IMTUCEM YKa3aHHBIM aJipeCaTaM B KOHBEPTaAX C IMPO3pavHbIMU OKHaMI/I).

[Ipu oTpaBKe MUCHMA IO AJICKTPOHHOM MoUTe MM (PaKCHMHIIBHOM CBS3H (0€3 TOCBIIKH TIO0 TTOYTE)
MOYTOBBIN aJipec He yKa3bIBaercs. [Ipr HEOOXOJMMOCTH MOXKET OBbITh YKa3aH JJICKTPOHHBIN aapec (HoMep
tenedona/dpakca). Hanpumep:

"HaumeHoBanue
opraHuzanuu"

ONEeKTpOHHBIN aapec

2.41. I'pud yTBepkaeHUs! JOKyMEHTa IMPOCTABISIETCS HA JAOKYMEHTaX B IPAaBOM BEPXHEM YIIIy
MepBOro JIMCTa AoKyMeHTa. CTPOKM PEKBU3WTA BHIPABHMBAIOTCS IO JIEBOMY Kparo WM LEHTPYIOTCS
OTHOCHTEJIBHO CAaMOH JJIMHHOW CTPOKH.

[Ipu yTBepkIeHHH MOKyMEHTa COOCTBEHHOPYYHOH MOMNMHUCHIO JOMHKHOCTHOTO JHIa Tpud
yTBepkaeHuss coctout u3 ciaosa "YTBEPXIAIO", HauMeHOBaHUS OMKHOCTU JIMLA, YTBEPKIAAIOLIETO
JOKYMEHT, €ro MOANKUCH, UHUIHAJIOB, (haMIIMU U JaThl yTBepxaeHus. Hanpumep:

YTBEPXIAIO
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Hupexropy 'ATIOY AO «HoBoasuHCcKui
UHAYCTpUANbHBIN TeXHUKyM» "HanmeHnoBaHue
opranuzanuun"

Iloamuce N.0. damunusg

Jara

[Ipu yTBep>KACHUM JTOKYMEHTa PaclOpsSANTEIbHBIM JOKYMEHTOM T'pU( YTBEPKACHUS COCTOUT M3
cmoBa  "YTBEPXIEH" ("YTBEPXAEHA", "VYTBEPXIEHbI" wmu "YTBEPXIEHO"),
COIVIACOBAHHOIO €  HAaMMEHOBAHMEM  BHJAA  YTBEPKIAEMOrO  JOKYMEHTa, Ha3BaHMs  BHUJA
pacropsIuTeIBHOI0 JOKYMEHTA B TBOPUTEIBHOM NAJEKe, €ro AaThl, HoMepa. Hanpumep:

(PermamenT) YTBEPXJIEH
npukaszoM HanmeHoBaHue

opraHuzamnumn"
ot 5 okTtsi6pst 2017 r. N 82

(ITpaBuna) YTBEPXJEHbBI
npuka3zoM "HammeHoBaHue
opraHuzamnun"
ot 5 okTs16ps 2017 1. N 83

HpI/I YTBEPKACHUNU AOKYMCEHTA KOJUICTHAJIbHBIM, COBCIIATCIBHBIM WJIM WHBIM OPraHOM, PCIICHUA
KOTOPOT0 (PMKCHPYIOTCS B IIPOTOKOJIE, B TpU(E YTBEPIKICHUS yKa3bIBACTCsl, HANMEHOBAHKE OpTaHa, JlaTa
¥ HOMEp TpOoTOKoIa (B ckoOKax). Hampumep:

(ITonoxenwue) YTBEPXJIEHO
(mpotokon ot 12.09.2017 N 12)

2.42. 3aronoBOK K TEKCTY - KpaTKOe cofep KaHne TOKyMeHTa. Ecim 3aroiloBOK K TEKCTY OTBEYaeT
Ha Bompoc "o yem?", oH HaumHaerca ¢ mnpemora "O" ("O6"). Ecnu 3aromoBok K TEKCTy OTBEYaeT Ha
Bonpoc "dero?", OH cOCTaBISIET OHO LIET0€ C Ha3BaHUEM BHa JOKyMeHTa. Hampumep:

rprkas (o 9eM?) 0 CO3JaHNN aTTECTAIIMOHHON KOMICCHH

mUCchMO (0 9eM?) 0 TIpeaocTaBIeHNA HH()OPMAITIHI

akT (uero?) mpueMa-Tiepeaadu aert

MIPOTOKOI (4ero?) 3aceaHus YIKCIePTHONH KOMUACCUHU

3arojoBOK K TEKCTY OOPMIISETCS O/ PEKBU3UTAMH OJTIaHKA CIICBa, OT TPAHUIIBI JIEBOTO MOJIS.

2.43. TekcT DOKYMEHTa COCTaBIIAETCS Ha rOCyJapCTBEHHOM si3bike Poccuiickoil denepaunu umm
rOCyJapCTBEHHOM SI3bIKE (3BIKaX) pecnyOnmk B coctaBe Poccuiickoit Demepariii B COOTBETCTBHH C
3aKOHOJIATENLCTBOM pecITyOnuk B coctaBe Poccutickoit deneparmm <9>.

<9> 3akon Poccwmiickoii ®enepanmu ot 25 oktadps 1991 r. N 1807-1 "O s3pikax HapomoB
Poccuiickoit @enepannn" (Begomoctn che3na HapoaHsix AenyTatoB U Bepxosroro Cosera Poccuiickoit
@enepaunn ot 12 nmekabps 1991 1., N 50, cr. 1740; CoOpanue 3akoHomaTenscTBa Poccuiickoit
Oenepanuu, 1998, N 31, ct. 3804; 2002, N 50, c1. 4926; 2013, N 27, ct. 3477; 2014, N 11, ct. 1094).

Texkcr AOKYMCHTA HOJIKCH OBITH COCTaBJIEH T'paMOTHO, AACHO, IOHATHO W IO BO3MOXXHOCTU KPATKO.
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Tekcr AOKYMCHTA OOJIKCH COHACPIKATH AOCTOBCPHYIO M aKTYaJIbHYIO I/IH(i)OpMaIII/IIO, JOCTATOYHYIO JJIA
MNPpUHATUA peHIeHI/Ifl HJIKM UX UCHIOJIHCHUA, HC NJOJKCH OOMYCKAaTh PAa3/IMYHbIX TOJIKOBAaHHH.

B Tekcre AOKYMECHTA, IMMOATOTOBJICHHOM Ha OCHOBAaHUH 3aKOHOAATCIIBHBIX WJIM MHBIX HOPMATHUBHBIX
IIPaBOBbIX aAKTOB, PAHCC U3JAHHBIX PACOPAAUTEIBHBIX JOKYMEHTOB, YKA3bIBAIOTCA UX PCKBU3UTHI:

HauMEHOBaHWE JOKyMEHTa, HalMMEHOBaHME OpraHa BJacTH (OpraHu3aluu), H3AaBIIero(em)
JOKYMEHT, JjaTa JOKYMEHTa, PErUCTpallMOHHBIN HOMEp JOKYMEHTA, 3aT0JIOBOK K TEKCTY;

HAaUMEHOBAaHUE OpraHU3alMyd WIM JODKHOCTHOIO JIMIA, YTBEPAMBILErO JOKYMEHT, Jara
YTBEP)KIAEHUS JOKYMEHTA.

TekcT mOKyMeHTa MOXKET COAEp)KaTh pa3fienbl, MOAPA3JeNbl, MyHKTHI, MOAMYHKTHI, HyMepyeMble
apabckumu nudpaMu. YpoBHEH pyOpUKaIK TEKCTa He JOJHKHO OBITh Oojiee YeThIpex.

TekcT JOKYMEHTa H3JIaraercs:
B MIPUKa3ax, N3JJaHHBIX €IUHOIMYHO, - OT TIEPBOTO JIUIIA eAUHCTBEHHOrO uncia (... mpukas3sBai');

B IIpUKaszax, HM3JaHHBIX COBMECTHO ABYMSA WIIN 60.}'[66 opraHuMzanusaMuv, - OT IIEPBOIro JvIa
MHOKECTBEHHOT0 uucina (... mpukasbBaeM");

B TIPOTOKOJIAaX 3aceJaHWi - OT Tperbero mmia MHokecTBeHHoro umcima ("CJIYIIAJIN",
"BBICTYIIWJIN", "TIOCTAHOBWJIN" nnu "PEHIJIN");

B JACIOBBIX IIHCbMaAx, O(i)OpMJ'IeHHI)IX Ha OJraHkax opraHusanyv, - OT MTEpPBOro Jvia
MHOXXECTBEHHOTO 4uclia (IPOCUM, HAINpaplsieM, IMpeyiaraeM) WU OT TPEThEero IJUIa eJUHCTBEHHOTO
gucna ("mpeanpusaTHe He Bo3pakaer...", "MHCTUTYT CUMTAET BOZMOKHBIM...");

B JICTIOBBIX IMHChMax, OPOPMIICHHBIX Ha JOJDKHOCTHBIX OJIaHKaX, - OT MEPBOTO JIUIA SMHCTBEHHOT'O
gucna ("mpomry ...", "mpennararo ...");

B JIOKIIQJHBIX U CIY)KEOHBIX 3allMCKaX, 3asBICHUSX - OT IMEPBOrO JIMIAa EIUHCTBEHHOTO YHWCIa
("mpomry ...", "cunTaro HEOOXOAUMBIM ...");

B JOKYMEHTax, YyCTAaHABIMBAIOIINX (YyHKIUH (0OS3aHHOCTH), TIpaBa H OTBETCTBEHHOCTH
CTPYKTYPHBIX MMOJIpa3ielieHuid, paOOTHUKOB (TIONOKEHUE, HHCTPYKIIUS), & TAKXKE COJEPKAIIIX ONMACAHHUE
cUTyamnuii, aHanm3 (akToB W BBIBOABI (aKT, CIpaBKa), MCHONB3yeTcs (opMa H3IOKEHHsS] TeKCTa OT
TPEThEro JUIAa EAWHCTBEHHOTO WM MHOXECTBeHHOro umcna ("ormem ocymecTBisieT (GyHKIHH...",
"KOMHCCHS TTPOBENa MPOBEPKY...").

[Ipy momroroBke TeKCTa MTOKYMEHTa CJEQyeT COONIoJaTh TMpaBHJIA HAMMMCAHHS OQPUIIHMATBHBIX
HauMEHOBAaHUH, YUCIUTENBHBIX U SAHHUIl N3MEPEHUSI.

B Tekcrax JOKyMEHTOB yHIOTPeONAIOTCS OOIIEeNpHHSTEIE ab0peBuaTypsl u rpaduueckue
COKpAIIICHHSI.

IMpn ykasanum B TekcTe (aMWIMK JHMIA WHUIHMAIBL CTaBsATcs mocie (amummu. B menoBeix
(cmy»eOHPBIX) TUChMAaX HCIIONIB3YIOTC:

BCTYIIUTCIIBHOC O6paH.IeHI/IGI

YBaxkaemblil rocnioguH [Ipencenarens!
YBaxkaeMblil rocnoguH Munuctp!
VBakaemblii rocnoguH MiBaHOB!
YBaxkaemas rocrnoxa Ilerposa!
YBaxaemslii MBan [lerpoBuu!
VBaxaemas Aana HukosaesHa!
VBaxkaemeble rocoga!



3aKJTIOUUTENbHAS dTUKeTHAs (pasza: "C yBaxkeHueM, ...".

HauMenoBanue JOJDKHOCTH B O6paHlCHI/II/I DUICTCA C HpOHHCHOfI 6YKBBI, B O6paH1€HI/II/I o
q)aMI/IJ'II/II/I HWHUILIMAJIBI JIMIAa HE YKA3bIBAOTCA.

2.44. OtMerka O MPUIIOKEHUH CONIEPKUT CBEACHUSI O JOKYMEHTE (IOKYMEHTAax), MpHUaraeMoM K
CONPOBOAUTENFHOMY MHUCHMY, WHOMY HH(OPMAIIOHHO-CIIPABOYHOMY JOKYMEHTY, HJIM O TOM, 4YTO
JOKYMEHT SIBJISIETCSI MPUIIOKEHHEM K OCHOBHOMY JIOKYMEHTY (HOPMaTHBHOMY, PaclopsAUTEILHOMY HITH
WHOMY).

B compoBoauTenbHBIX MUChMax M APYTHX MHOOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTaX OTMETKa O
MPHIOKEHNH 0QOPMIISIETCS O] TEKCTOM OT TPaHHIIBI JIEBOTO MOJIS CISYIONIMM 00pa3oM:

€CJIM IPHIIOKEHNE HAa3BaHO B TEKCTE:
[Ipunoxenwue: Ha 2 1. B 1 9K3.
€cJIM IPHIIOKEHHE HEe Ha3BaHO B TEKCTE WJIN €CIIN NPHUIIOKEHNH HECKOJIBKO:

[punoxenwne: 1. 1. [onoxenrie 00 YpaBieHUH periOHAILHOIO KPEIUTOBAHMS Ha 5 1. B 1 9K3.
2. CopaBka 0 KaJpOBOM COCTaBe YIIPaBJICHUS PErHOHAIBLHOTO KPEIUTOBAHUS
Ha2 1. B | 9K3.

€CJIH TPUJIOKEHHE (MTPUIIOKEHHS) cOpoTropoBaHo(bl):

[Ipunoxenue: B 2 9K3.

[Ipunoxenue: otuer 0 HUP B 2 7k3.

€CIIH JOKYMEHT, SIBIISIONIMICA TPIJIOKEHHEM, HWMEeT MPIJIOKEHUS C CaMOCTOSTEeIhbHOU
HyMepaluel CTpaHull:

[Ipunoxenwne: JIOTOBOP BO3ME3THOT0 OKa3aHus yciyr ot 05.09.2017 N 32-17/72 n
MIPUIIOXKEHUS K HEMY, BCEro Ha 7 JI.

€CJIM THMChbMO HAIPABIISETCS HECKOJIBKUM ajpecaTraM, a JOKYMEHT-TIPUIOKEHUE TOIBKO IEPBOMY
azpecary:

[Ipunoxenue: Ha 3 1. B | 9K3. TOIBKO B IIEPBBIN aapec.

€CJIM  TNPUIOKCHHUEM  ABJIOTCA JOKYMCHTBI, 3aIllMCAHHBIC Ha (1)I/ISI/I‘IGCKI/I 000CcO0IeHHBI
3HeKT’pOHHLII>'I HOCHTCIIb:

[Tpunoxenwue: DVD-R B 1 3k3.

HpI/I OTOM Ha BKJIaAbIIIC (KOHBCpTC), B KOTOpBIfI MMOMCHIAaCTCA HOCHUTCIb, YKa3bIBAarOTCA
HaMMCHOBAHUS JOKYMCHTOB, 3alIMCAHHBIX HAa HOCUTCIIb, UMCHA (baﬁHOB, 0o0BeM B OaiiTax.

B pacmopsauTenbHBIX JOKYMEHTax (TpUKasaxX, paclopsHKCHUsX), JTOrOBOPAx, MOJOKCHHUSX,
MpaBUIaX, WHCTPYKIMAX W JPYTUX JOKYMEHTAX OTMETKA O MPUIOKEHHH O(OPMIISETCS CISTYIONIHM
o0pazom:



B TEKCTE JIOKYMEHTa MPH MEPBOM YIIOMUHAHUH JOKYMEHTa-MPUIOKEHHS B CKOOKaX yKa3bIBAETCS:
... (mpunoxxeHue) uid ... (mpunoxenue 1), (mpunoxenue N 1);

Ha NCPBOM JIMCTEC NOKYMCHTA-IIPUJIOKCHUS B IIPABOM BCPXHCEM YTy YKA3bIBACTCA:

ITpunoxenne N 2

k npuka3zy ®bY "HanmenoBanue
opraHuzanun"

or 15.08.2017 N 112

Ecnu npunoxeHreM K pacnopsAOUTENIbHOMY JOKYMEHTY SIBIISIETCS JIOKAJIBHBIM HOPMATUBHBIMA aKT
WM WHOM JOKYMEHT, YTBEPKIAEMBbIM JaHHBIM PACIOPSIUTENbHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE
MPHUIIOKEHHSI TPOCTABIISIETCSI OTMETKA O MPHIIOKEHUH (0e3 CCBUTKM Ha PaclopsTUTENbHBIA JOKYMEHT) H
rpud yTBEpKIEHHS, B KOTOPOM YKa3bIBAIOTCS JaHHBIC PaCIOPSAUTEIBLHOTO JOKYMEHTa, KOTOPBIM
YTBEP)KJEH JOKYMEHT-IIpriiokeHne. Hanpumep:

[Ipunoxenne N 1

YTBEPXIEHO

npukazom ObBY "HaumeHnoBanue
opraHuzamnun"

or 18.09.2017 N 67

2.45. T'pud cormacoBaHUs IMPOCTABISETCS Ha JOKYMEHTE B CIIydae €ro BHEITHErO COTJIACOBAHMS
(coriacoBaHue ¢ OpraHaMH BJIACTH, HHBIMU OPTaHHU3aIlUsIMH, JIOJDKHOCTHBIMHE JINIIAMH).

I'pud cornacoBanus B 3aBUCUMOCTH OT BHJIA JJOKyMEHTa M OCOOEHHOCTEH ero ohopMIICHHUS MOXKET
MIPOCTABIATHCS:

Ha NIEePBOM JIMCTE JOKYMEHTa (€CIN AOKYMEHT MMEeT TUTYJBbHBIN JINCT, - HA THUTYJIBHOM JIICTE) B
JIEBOM BEpXHEM YIIIy Ha ypoBHE rpuda yTBep>KACHHS MM I10Jl HaUMEHOBAaHHEM IOKYMEHTa OimKe K
HIDKHEMY TIOITIO);

Ha MMOCJICOAHEM JINCTE JOKYMEHTA IO TEKCTOM,
Ha JUCTC COorjiaCoBaHus, ABJIAIOIICMCA HEOTHEMJIEMOM JaCThIO JOKYMECHTA.

I'pud cormacoBamms cocrout u3 cioBa "COI'JIACOBAHO", momkHOCTH NHIA, C KOTOPBIM
COrjacoBaH JOKYMEHT (BKIOYas HAMMCHOBAHHWE OPTraHW3aIllH), €ro COOCTBEHHOPYYHOH TMOJIMUCH,
WHUIIHAIOB, (haMIITHK, AAThI coriacoBanus. Hanpumep:

COI'JTACOBAHO

TPEKTOP

"HanMeHoBaHUE
opraHuzauun"

IMoamuce N.0. damunus
Hata

Ecmm cornacoBanme OCYIICCTBJISCTCA KOJUJICTHAJIbHBIM, COBCHIATCIIBHBIM WJIM WHBIM OPraHOM, B
FpI/I(l)e COrjlaCoOBaHHs YKa3bIBAIOTCA CBCICHUA 00 OopraHe, COorjiaCoBaBIICM JOKYMCHT, HAaT€ WU HOMEPC
MIpOTOKOJIa, B KOTOPOM 3a(1)I/IKCI/IpOBaHO peuicHrue 0 CorjiiaCoBaHuu. Ecmu cormacoBanue OCYIICCTBJIIACTCA
MMHUCbMOM, YKa3bIBAKOTCA BUJ JOKYMCHTA, HAMMCHOBAHUC OpPraHU3aluu, CorJIacoBaBIIICH OOKYMCHT, JaTa
1 HOMEp n1McCbMa. HaanMep:



COI''TACOBAHO
Hayuno-TexHu4ueckuM cOBETOM
"HaumeHnoBanue opranuzanuu" (IpOTOKOI OT

N )
COI''TACOBAHO
nucbMoM "HanMenoBanue
opraHuzanun"
oT N

2.46. BHyTpeHHee coriacoBaHue JOKyMeHTa opopmIsieTcsi BU30d. Bu3a BeIpakaer MHEHUE JIHIIA,
BHU3HPYIOIIET0 MNPOCKT AOKYMCHTA, W BKJIFOYACT: JOJDKHOCTBH JIMIIA, BUSUPYIOUICTO0 AOKYMCHT, IMOANNUCH,
pacmudpoBKy moanucu (MHUIHANbB, (paMUINIO) U 1aTy BU3upoBaHus. Hampumep:

PykoBoauTens I0pUINIECKOrO OTAEIA
Ilonmuce 1.0 damumnus

Harta
[Ipu HanMuMK 3aMeYaHUi K JOKYMEHTY BU3Y O()OPMIISIOT CJICAYIOIIMM 00pa3oM:

3ameuyaHus MPUITararoTCs.
PyxoBoautens 10puIMuecKoro oTaena

IToxrmce 1.0 damumnus

Hata

B nokymeHTax, MOMIMHHWKH KOTOPBIX XpaHATCS B OpTaHW3allMH, BHU3Bl MPOCTABISIOT Ha
MOCTIeIHEM JIUCTE JOKyMEHTa ITOJ MOAMKCHI0, Ha 000pOTe MOCIEeIHEro JICTa MOATHHHNKA JOKYMEHTa
WJIM Ha JIACTE COTIACOBAHUS (BU3UPOBAHHUS ), IPHIIATAEMOM K IOKYMEHTY.

B ucxopmsmux AOKYMEHTax BU3bI MMPOCTABJIAIOTCA Ha 3K3EMILIApax AJOKYMEHTOB, IOMEIIACMBIX B
JCI10.

[lo ycMoOTpeHHIO OpraHM3allul MOXET NMPUMEHSTHCSA MOJIMCTHOE BH3MPOBAHHE JOKYMEHTa U €ro
MNPUIOKECHU.

CornacoBaHue IPOEKTOB JIOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYLIECTBISIETCS B COOTBETCTBHH C
nyakTamu 4.1 - 4.11 uHCTPYKINH.

2.47. Tlognuchk BKJIIOYACT: HAHUMEHOBAHUE TOJKHOCTH JIMLA, MOANHMCHIBAIOIIECIO JAOKYMEHT, €ro
COOCTBEHHOPYYHYIO TIOJITHCh, MHUIHAIBI, (hamiuiio. Hampumep:

Hupekrop Ilonmuce N.0. ®amunus

Ecmm AOKYMCHT Oq)OpMJ'IGH HC Ha 6J'IaHK€, B HaWMCHOBAHHE OOJDKHOCTH BKIHOYACTCA
HaMMCHOBAHUEC OpraHU3alUuu. HaanMep:

Hupekrop
"HaumeHoBaHue
opraHuzanun" IToanuce N.0. ®amunus



HpI/I Oq)OpMJ'IeHI/II/I JOKYMCHTAa Ha Onanke JOJIDKHOCTHOI'O JIMIA JOJIKHOCTB 3TOro JHMIa B IMOAIIHMCHU
HC YKa3bIBacCTCA.

Iloamuce N.0. damunusg

[Ipyn moxamucaHuM JOKYMEHTa HECKOJIBKUMH JOKHOCTHBIMH JIMIIAMH, 3aHUMAIOIIMMU pPa3HOe
MOJIOKEHUE, UX MOJIMCU PACIONaraloTCs OfHA IO IPYrod B MOCIEAOBATENBHOCTH, COOTBETCTBYIOLIECH
crarycy gomkHoctd. Hampumep:

Hupekrop IToanuce N.0. ®amunus

['naBHBII OyxranaTep ITognuce N.0. Gamunus

IIpu moamucanuu JOKyMEHTa HECKOIBKHMH JIMIIAMH PAaBHBIX JODKHOCTEH WX TOAMUCH
pacnoaraioTcsi Ha ofHOM ypoBHe. Hanmpumep:

3amMecTUTENb AUPEKTOPA 3aMecTUTENb AUPEKTOPa
1o (PMHAHCOBBIM BOIIPOCAM 10 aJIMUHUCTPATHBHBIM BOIIPOCAM
Tlonmuce 1.0O. Gammnus Iloamuce N.0. Gamunus

B nmokymMeHTax, MOJArOTOBJIIEHHBIX KOMHCCHEW, B TOJNKMCH YKa3blBA€TCA CTaTyC JMIAa B COCTaBe
komuccuu. Hanpumep:

N.0O. Oamunus

IIpencenarens KOMUCCUU TToanuce
YieHbl KOMHUCCUH Tloamuce N.0. dammus
TToxmuce N.0. dammmusg

[Ipn momnmmcanny MOKYMEHTa JIMIIOM, HCIIONHSIOMIAM OOS3aHHOCTH PYKOBOIUTENS, ITOAIUCH
oopmitsieTcs ¢ yka3aHHeM cTaTyca JOJDKHOCTHOTO JIMIa B COOTBETCTBUH C TIPUKa30M (pacrmopshDKEHUEM).
Hamnpumep:

W.o. nupexropa IToanuce N.0. ®amunus
WIN:

Ucnonasaromuii 00sI3aHHOCTH
JTUpEKTOpa Tloamuce N.0. damumusg

IIpy moamucaHMm [OKyMEHTa JIMLIOM, HMMEIOIIMM IIpaBO IOANKCH B CJIy4ae BPEMEHHOIO
OTCYTCTBHS PYKOBOIMUTENS, WCHPABICHUS B HAaUMEHOBAHUE JOJDKHOCTH W paciugpoBKy (daMHuINH
MOATOTOBJIEHHOTO M COIVIACOBAHHOI'O NPOEKTa JOKYMEHTa BHOCSTCS OT PYKHM WM C HMCIOJIb30BAaHHUEM
COOTBETCTBYIOLIMX MTamnoB. He pomyckaercss cTaBUTh KOCYHO 4epTy, Haamuch '3a" mepen
HAaMEHOBAaHUEM JOJDKHOCTH JIMLA B IOATIMCH, €CIIH JOKYMEHT IOIIUCHIBAET HHOE JOJDKHOCTHOE JIULIO.

2.48. OTmeTKa 00 3J7IEKTPOHHOM MOANMCH HCIOIB3YEeTCs Ul BU3yallU3aliy SJIEKTPOHHON MOANNUCH
MoJyJaTelleM JOKyMEHTa MNpH OOMEHE 3JCKTPOHHBIMH JOKYMEHTaMH, IOJNHCAHHBIMH YCHIJICHHOW
KBaJTU(PHULIUPOBAHHON 3JIEKTPOHHOH MOIIHCHIO.



B coorBercTBumM ¢ 3akoHOAaTeNnbcTBOM Poccuiickoit @enepanuu <10> oTMerka 00 3JIEKTPOHHOM
MOIUCH (POPMHUPYETCS U BU3YAIM3HUPYETCS MPOrpaMMHBIMU cpencTBaMu. OTMETKa 00 3JIEKTPOHHOMN
MOJITUCH BKIItouaeT ¢pa3y "JIOKyMEHT MOANMKMCAH JICKTPOHHOM MOIMUCHI0", HOMEp cepTH(UKATa KITI0Ya
3MIEKTPOHHOM MOANUCH, (PaMIITHIO, UM, OTYECTBO BiaJleNblla cepTU(UKATa, CPOK JCHCTBUS CepTH(UKATA
KJIFOYa 3JEKTPOHHOU noanucu. Hanpumep:

<10> IIpuka3 MuHHCTEpCTBa CBSI3M M MAacCOBBIX KoMMYyHHKanui Poccuiickoit demepannu u
denepanbHOl CiTy:x0bI 0xpanbl Poccutickort @enepanuu ot 27 Mas 2015 r. N 186/258 "O0 yTBep)acHUM
TpeboBaHuii K OpraHMW3aMOHHO-TEXHUYECKOMY B3aMMOJCHCTBUIO TOCYNAPCTBEHHBIX OpraHOB H
TOCYAapCTBEHHBIX OpraHW3allMii TOCPENCTBOM oOOMEHa JOKYMEHTaMH B OJIEKTPOHHOM BHje"
(3apeructpupoBan B Munucrtepctse roctuiuu Poccuiickoit ®@emepanuu 22 centsiops 2015 T,
peructpanmonssiii N 38956).

JOKYMEHT INOAINNCAH
SJIEKTPOHHOM ITOAITUCHIO
Jupexrop Cepruduxkat 1al11aaa000000000011 N.0. @amuins
Bnagenen ®amunus Mms OtyecTBO
Heiicturenen ¢ 01.12.2012 mo 01.12.2017

[Homnmucanme (yTBepXKAEHHE) MOKYMEHTa OCYIIECTBISETCA B COOTBETCTBHM C IyHKTOM 2.47
WHCTPYKIUH.

2.49. Ileyath 3aBepseT NOMTMHHOCTh TIOAINUCH JOJDKHOCTHOTO JIMIIa Ha JOKYMEHTax,
YIIOCTOBEPSIIONIUX MpaBa JIUI, PUKCUPYIOIUX (QaKThI, CBI3aHHBIC C (PMHAHCOBBIMHU CPEIICTBAMH, & TAKKE
Ha WHBIX JIOKYMEHTax, IPeAyCMaTPHBAIOMINX 3aBEpEHHE TIOANKCH TIeYaThl0 B COOTBETCTBHUH C
3aKoHOAaTeNbCcTBOM Poccuiickoit @eaepanuu.

JIOKyMEHTBI ~ 3aBEpsIIOT IEYaThl0 opraHu3anuu. [ledaTh mpocTaBisercs, HE 3aXBaThIBas
COOCTBEHHOPYYHON TOMIMCH JIWIIA, TIOMMHCABIINErO JOKYMEHT, WJIH B MecTe, oOo3HaueHHOM "MII"
("Mecto meuatu").

2.50. Ormerka 00 WCIIONIHATENE BKIOYaeT (aMIINI0, WM M OTYSCTBO (TIPH HATAYINH)
WCTIOJIHUTENSI, HOMep ero TenedoHa. OTMeTka 00 HCIONHUTENE MOXKET JOMOIHATHCS HAWMEHOBAHUEM
JOJDKHOCTH, CTPYKTYPHOTO TOJpA3JeNeHUs W DJICKTPOHHBIM ajapecoM wuchoiaautens. OrtMmerka o0
HCTIOIHUTEE OQOPMIISICTCSl Ha JIMIICBOW CTOPOHE TIOCIIEAHEro JIMCTa JIOKYMEHTAa OT TPaHUIIBl JIEBOTO
TIOJIS MJTH, TIPY OTCYTCTBHH MECTa, - Ha 00OPOTHOM CTOpPOHE JIKCTa BHU3Y cieBa. Hampumep:

Wneun Unbs Uneuy, OTAen ynpaBieHUs EPCOHATIOM, BEAYIUN CIEUATUCT
+7 (495) 924-45-67, llyin_lv@techno.ru

OtMerka 00 UCTIONHUTENE MOXKET OOPMIISITHCA KaK HIDKHUM KOJIOHTUTYI U TI€YaTaThCs MPUPTOM
MEHBLIEr0 pa3Mepa.

2.51. Ormerka O 3aBepeHUM KOMHUU OQOPMIIAETCS Uil TOATBEPXKIACHUS COOTBETCTBUS KOIHMH
JOKyMEHTa (BBIIMCKM W3 JIOKyMEHTa) NOMJIMHHHMKY JOKyMeHTa. OTMeTKa O 3aBepeHUHM KOIHUH
MPOCTABIISIETCS. HA CBOOOTHOM OT TEKCTa MECTE WJIM, NPH OTCYTCTBUH CBOOOJHOIO MECTa Ha JIMIEBOW
CTOpPOHE JJOKyMEHTa, Ha 000pOTe JOKYMEHTa M BKIIOYaeT: cJIoBO "BepHo", HamMeHOBaHUE JOHKHOCTH
JMIa, 3aBEPHBIIETO KOIHIO; €0 COOCTBEHHOPYYHYIO TOJIKCH; paclm(poBKY IMOMNUCH (MHHIIUAIIBI,
(hamMmHro); naTy 3aBepeHus KOMUHU (BBITUCKU U3 JOKYMEHTA).

Ecmn xomms BBLAACTCA UIA NPCACTABJICHUA B APYI'YHO OpraHuU3aluio, OTMETKAa O 3aBCPCHUU KOIINU
AOIMOJHACTCA 3aluMCbl0 O MECTC XPAHCHUA OOKYMCHTA, C KOTOPOIro ObllIa M3rOTOBJICHA Komus, "
3aBCPACTCA MEHYAThIO OpraHu3alnuu. Har[pI/IMep:


consultantplus://offline/ref=3432E7D10CC1664A4B8B050A07C148B398AA9C08E9BAEA970716BFB0F41E9AFEF9141D266058F8DE6FB2D11C0BcBh1I

[NonnmuuHMk nokymeHnTa Haxoauted B "HaumenoBanue opranusanun” B neme N 08-05 3a 2015 r."

Bepuo
3aB. OT/ICNIOM YIPABJICHUS MTEPCOHATIOM [Toamnuce N.0. Gamunus
Hara ITeuats

Ha xommsix MHOTrOCTpaHMUYHBIX JOKYMEHTOB OTMETKa O 3aBEPEHHH KOMHUHU TPOCTABJISETCS Ha
Ka)X/IOM JIMCTE JIOKYMEHTa WJIM Ha MOCIEAHEM JINCTE MPOIIUTOrO HMIIM CKPEMJICHHON0 WHBIM 00pa3zoM
JOKyMEHTa. 3alliCh O MECT€ HAXOXJEHMs IOAJIMHHUKA IPOCTABISETCS TONBKO HA IIOCIEAHEM JIMCTE
JOKyMEHTA.

Jna  3aBepeHHs KONMHWM JIOKYMEHTAa, W3TOTOBJIEHHOW Ha OyMaXHOM HOCHUTENE, MOXKET
HCIIOJIB30BAThCS LITAMII.

Konuu 351eKTpOHHBIX JTOKYMEHTOB, HAMPABISEMBIX MO0 WHPOPMAIOHHO-TEIEKOMMYHUKAIIHOHHOM
CETH, 3ABEPSIOTCS MIEKTPOHHOW IMOANMUCHI0 PYKOBOAUTENS OPraHU3allMHd WJIM WHOI'O YIIOJIHOMOYEHHOTO
UM JIMIa ¥ BBICBUIAIOTCS TIONYYaTeNI0 C CONPOBOJMTENHHBIM ITHCHMOM B (opMe DIIEKTPOHHOTO
JIOKYMEHTA.

Kommn OJICKTPOHHBIX JTOKYMCHTOB Ha (1)I/ISI/I‘ICCKI/I 000COOJIEHHBIX HOCUTEISAX BBICEUIAIOTCS
moJrydaTeiaro ¢ CONpOBOAUTEIIBHBIM IMMCHbMOM Ha 6YMa)KHOM HOCHTECIIC.

B conpoBoanTensHOM MHUChME K KOMUSIM JIEKTPOHHBIX JJOKYMEHTOB YKa3bIBAETCS:
HAaUMEHOBaHUE WH(POPMAITUOHHOH CUCTEMBI, B KOTOPOH XpaHATCS JOKYMEHTHI,
HaWMEHOBAHUS JOKYMEHTOB, KOITUU KOTOPBIX HAIPABIISIOTCA MOTyYaTeio;

Ha3BaHMsg (DAlI0OB JOKYMEHTOB C yka3aHHeM (opmaroB ¢aiioB M o0beMa Kaxjaoro (aitia B
Oalitax;

JaTa M3roToBJICHHUA U 3aBEPCHUSA KOIIHNH.

[Ipu astom Ha ¢usznyeckn 000COOIEHHOM HOCHTENE HECMBIBAEMBIM MAapKEpPOM YKa3bIBAeTCS:
"[Ipunoxxenne k muckMy ot (mata) N ...".

Konus 3neKTpoHHOrO JOKyMEHTa, MPEACTaBICHHAsl B BHIC AOKyMEHTa Ha OyMa)KHOM HOCHUTEIE,
3aBepsieTcs B MOPANIKE, YCTaHOBIEHHOM [IpuMepHON HHCTpYKLMEN A1l 3aBEpEHUs] KONUH JOKYMEHTOB Ha
OyMa)KHOM HOCUTENE, C YyKa3aHHWEM, B KaKOW WH(POPMALMOHHOM CHUCTEME XPaHHUTCS 3JICKTPOHHBIN
JOKYMEHT.

2.52. OTMeTka O TOCTYIUIGHWU IOKYMEHTa CIYXXHUT IS TMOATBEPKIEHUS (DaKTa IOCTYILICHUS
JOKyMEHTa B OPraHM3alWI0 W BKIIOYAET ATy IMOCTYIUIGHUS M BXOISIIMI PErHCTPALMOHHBI HOMEp
nokyMmeHTa. IIpn HeoOXOAMMOCTH OTMETKAa O MOCTYIUIEHHMHM MOXET JOMOJHATHCS yKa3aHHEM BPEMEHU
MOCTYIUIEHHSI JOKYMEHTA B Yacax U MHHYTaX U CI10co0a J0CTaBKHU JIOKYMEHTA.

OtmeTKa o MOCTYIINICHNHU JOKYMCHTA MOXCT IMIPOCTABJIATHCA € TIOMOLIBIO IITaMIIa.

2.53. PezomonMs [OIDKHA COAEPXKATh YKa3aHUE IO HCIOJMHEHUIO JOKyMeHTa. Pesomtonus
oopmitsiercs Ha CBOOOAHOM MecTe padodero moist JOKyMEeHTa, Ha OJlaHKe PEe3ONIOINHM WM BHOCHUTCS
HEMOCPENCTBEHHO B CUCTEMY 3JIEKTPOHHOTO IOKYyMEHTO000pOTA.

PC30J'IIOLII/I$I JOJDKHA BKJIIOYaTh: (l)aMI/IJ'II/I}O, HMHUOAaJIbl UCIIOJIHUTCIA (HCHOHHHTeﬂeﬁ), IOpy4YCHUC
o HJOKYMCHTY (KOHerTHOC 3alaHUuC 110 HMCIIOJIHCHHUIO JOKYMCHTA WA (l)OpMyJ'II/IPOBKa Ociaun
pPaccMOTpPCHHUA ,HOKYMCHTa), npu H€O6XOI[I/IMOCTI/I - CPOK HCIIOJHCHUSA, MMOANHCH JIMIA, BBIHCCIICTO
PE30IIONHUI0, ATy PE30JI0LUN:



®avumus N.0., Gamunus U.0.
[Iporry HoAroTOBUTE MPEATIOKESHUS

x 10.11.2017 Ilonnuce

Jara

CpOK HCIIOJIHCHUS MMOPYUYCHUA HE JOJDKCH YKAa3bIBATbhCA, €CJIM OH HAa3BaH B TCKCTC IMOCTYIHMBIICTO
JOKYMCHTAa W PYKOBOAUTCIIL HE CUUTACT HGO6XO[II/IMI)IM HU3MCHUTL €TI0 B CTOPOHY COKpalICHHA WA
SABJIACTCS TUIIOBBIM JJII JAHHOI'O BUAa JOKYMCHTA.

HpI/I YKa3aHUH HECKOJBbKUX HUCIIOTHUTENEH q)aMI/IJ'II/IH OTBETCTBCHHOI'O MCITIOJIHUTEIA YKa3bIBACTCsA
MepBOM, OAYEpKUBAETCS UM 0003Havyaercst ciioBoM "oTB." ("'OTBeTCTBEHHBIN").

2.54. OrMerka O KOHTpPOJ€ CBHUJETENbCTBYET O IIOCTAHOBKE JOKYMEHTAa Ha KOHTPOJIb,
npocTasisercs mrammnoMm "KoHTpons" Ha BepXHEM IoJie JOKYMEHTA.

2.55. OTMeTKa 0 HanpaBJICHUH JIOKYMEHTA B JIEJO ONpPEeNisieT MECTO XpaHEeHUs! IOKYMEHTa TI0CIIe
3aBepIIeHus1 paboThl C HUM M BKIJIIOYAeT: coBa "B geno", mHmeKc fena mo HOMEHKIAType e, B KOTOpoe
MoMeIaercs JJOKYMEHT Ha XpaHeHHWe, C yKa3aHWeM Ioja, JOJDKHOCTH JIIa, O()OPMHBIIETO OTMETKY,
nojnucy, natel. Hampumep:

B nenmo N 01-18 3a 2017 r.
3aB. OT/IE/IOM KOPIIOPATUBHBIX ITPOSKTOB

Tloamuck Jara

OTMmeTka O HampaBlIEHMH JOKYMEHTa B JENO MOXKET JOMOIHATHCS KPATKUMHU CBENEHHSIMH O
XapaKTepe UCTIOTHEHNS JOKYMEHTA.

II1. IToaroroBka u opopmjieHue OTAECAbHBIX BUAOB JOKYMEHTOB

3.1. JlokanpHble HOpMATHBHBIC akThl (maiee - JIHA) opraHm3amuiy m3aroTCs B BUIEC IPABHII,
MTOJIOXKEHMH, MHCTPYKIUH, PETIIaMEHTOB, MepedHel, KI1acCu(PUKaTOpOB U IPYTUX BUIOB JTOKYMEHTOB.

JIHA mpuo0OpeTaroT I0puINYecKYI0 CHITY TIOCIE HX YTBEPXKICHHS PACIOPSAUTEIbHBIM JTOKyMEHTOM
(prKa30M) HITH HEMOCPEICTBEHHO PYKOBOIUTENIEM OpPTaHNU3aIlMH HHBIM YIIOJTHOMOYEHHBIM UM JTUIIOM.

PykoBoautenu cTpyKTypHBIX OApa3aeacHuil He BiipaBe u3gaBath JIHA.
3.2. JIHA MoryT OBITS:
ITOCTOSTHHO JICHCTBYIOIINMU (0€3 OrpaHUYeHHs CPOKa WX ITPUMEHEHHS);

BPEMEHHBIMM (JICHCTBYIONIMMU B TEUCHHE YKA3aHHOTO B HHX CpPOKa WM JI0 HACTYIUICHHUS
OIIPENENIEHHOTO COOBITHS).

3.3. OcuoBanneM gng usnanusa JIHA gensarores:

3aKOHOZATENbHBIE M WHBIE HOPMAaTHBHBIE NpaBOBble akThl Poccuiickoit ®enepanuu (ykassl U
pacniopsbxenus [Ipesunenta Poccuiickoit @enepanuu, NOCTaHOBIEHUS U pacnopsbkeHus [IpaBurenbcTBa
Poccuiickoit denepanuu, akThl GeeparbHbIX OPraHOB UCTIONTHUTEIBHON BIACTH);

3aKOHOJATENbHBIE aKThl cyObekTa Poccuiickoit denepanuu, HOPMATHUBHEIE TIPaBOBBIC AKTHI
OpPTaHOB TOCYAapCTBEHHOM BiiacTu cyobekTa Poccuiickoit denepanmm;

PaHeC U3JJaHHBIC B OpraHu3alin JIHA w/umn pacnopsAAUTEIIbHBIC JOKYMCHTHI.



3.4. JIHA u3zgarorcs B LIETAX:

YCTaHOBJICHUSA HODPM, Tpe60BaHPII>i, nmpaBujii B OTHOIICHHUH npeamera HOPMATHUBHOI'O
peryjanpoBaHus, paHeC HC ABJISIBIICMCA IPEAMCTOM PCTryJIMPOBAHUA B OpTraHU3aluH;

HU3MCHCHUSA CYHICCTBYIOIIUX HOPM, Tp€6OBaHI/II\/'I, npaBWji, YCTAaHOBJICHHBIX pPAHCC H3AAaHHBIMH
HOPMATHBHBIMU JOKYMCHTAMMU

OTMEHBI PaHee YCTAaHOBJICHHBIX HOPM, TPeOOBaHUIA, TPABILIL.

3.5. Tlpemnoxenne o paspaborke npoekra JIHA BHOCHTCS pPYKOBOAMTENEM CTPYKTYPHOTO
nmoapasaciiCHrA Ui MHBIM JOJDKHOCTHBIM JIMIIOM.

3.6. JIHA pa3pabatbiBaeTcs B ciiydyae, €CIIu:

UMeeTcsli y4acToK paboThl  (BONPOCHI  JIESITENBHOCTH), HYXJAIONIMKACI B  HOPMATHBHOM
PEryIUpOBaHNY;

TpeOyercsi BHECEHHE 3HAUUTENLHOTO KOJIMYEeCTBA M3MEHEHNH B paHee nMpuHATHINA JIHA;

BBISIBJIEHO Heckonbko JIHA, perymupyroommx CMeXHbIE BOIPOCH, KOTOpHIE Ie1IeCO00pa3Ho
00bEeIMHUTH B OWH JOKYMEHT.

Axryanuzanus panee npuHATHIX JIHA ocymiecTBisiercs yepe3 BHECEHHE B HUX N3MEHEHHA.

3.7. Ipennoxxenne ¢ 00OCHOBaHHEM He0oOXOoAMMOCTH pa3paborku HoBoro JIHA mpexacraBisercs
PYKOBOAMTENEM CTPYKTYPHOTO TOApA3JENeHUs] WM HHBIM YIIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIHUIIOM
PYKOBOAMTENIO OpraHu3aIuy B popMe J0KIaaHOM (CITy)KeOHOM) 3alMCKH, B KOTOPOH M3J1araercs:

BOMPOC, TPEOYIONINiT pelIeH s, C U3JI0’KEHIHEM OCHOBHBIX HAIpPaBJICHUH, CIIOCOOOB €ro perIeHus;
MIPOTHO3 MOCEICTBUH MPUHATHS HOPMAaTUBHOTO JOKYMEHTA;

OpraHu3aIMOHHBIC, KaJIpPOBLIC, (bHHaHCOBHC, MaTCpUuaIbHO-TEXHUYECCKUE W HHBIC MEPOIPUATHA,
KOTOPEIC HEO6XO,Z[I/IMO 6y,Z[CT ITPOBECTHU B CBA3HU C MMPUHATHUEM HOPMATUBHOI'O JOKYMEHTA,

repedeHb panee u3naHuex JIHA, mogmexxammx oTMEHE B CBSI3U ¢ M3TaHHEM HOBOT'O HOPMATHBHOTO
TOKYMEHTa;

TpeuIaraeMbIil CPOK JUTs pa3paboTKH MPOEKTa HOPMATHBHOTO JIOKYMEHTA.

3.8. Cormacoanmne mpoektoB JIHA ocymectBisiercss B coorBercTBuu ¢ myHkTamu 4.1 - 4.13
MHCTPYKIUH.

3.9. JIHA yTBepkOaercsi NPUKA30M PYKOBOAMTEINSA, €CJIM OJHOBPEMEHHO C YTBEPXKIECHUEM
HOPMAaTHUBHOIO JOKYMEHTAa HEOOXOIUMO HPUHATH MEpbl OPraHU3allMOHHOrO, (HPMHAHCOBOTO,
TEXHHYECKOI'0, KaJPOBOr0 MM MHOIO XapakTepa W AaTh COOTBETCTBYIOIIME IMOPYUCHUS! PyKOBOIUTEISIM
CTPYKTYPHBIX IOAPA3/AENCHUI WIN HHBIM paOOTHHKAM OpraHu3aliy, a TAaKXKe eClId He0OXO0ANMO BHECTH
W3MEHEHUS WM IPU3HATh YTPATUBIIMMH CUITY paHee yTBepkaeHHble JIHA.

3.10. Usmenenus B JIHA u ormena JIHA odopMIISIFOTCST TpHKa30M PYKOBOIMTENS OpraHU3aIUH
WM UHOTO JOJDKHOCTHOTO JIMLA, IPUHUMABILETO pelieHne 00 yreepxkaenuu JIHA.

WNsmenenns B JIHA u ormena JIHA, yTBepIeHHbIE HENOCPENCTBEHHO COOCTBEHHOPYYHOM
MOJNHCHI0 PYKOBOAMTEIISI OPraHU3alMy WK HHOTO YIIOJTHOMOYEHHOI0 UM JODKHOCTHOI'O JIMIA B TpHde
YTBEPKJIEHUS, BHOCATCA IPUKAa30M, M3JaBa€MbIM pPYKOBOJUTEIEM OpPTraHM3alMM WM  HHBIM
YIOJIHOMOYEHHBIM UM JIOJKHOCTHBIM JIULIOM.

3.11. B Tekcre mpukaza o0 yTBepkIeHMH, H3MeHeHMun Wi otmeHe JIHA wncnonbsyrorcs
(hOpMyIUPOBKU:



npu yrBepxaeHnn HoBoro JIHA: "YTBepnuts (Ha3zBanue JIHA)" unu "Y1Bepauts (Ha3Banue JIHA)
Y BBECTH B JieiicTBHE ¢ (1aTa)". Hanpumep:

1. yTBepHI/ITI) ITonoxxenue o JTOKaJbHBIX HOPMATHBHBIX aKTaX OpraHu3alunu,
Uin:

1. YrBepauts llltatHoe opranusanuu Ha 2018 romg 1 BBecTH ero B jaeicTBue ¢ 1 sHBaps
2018 r. (mpunoxeHue).

IIpY BHECEHUU M3MEHEHUH B paHee yTBepkaeHHbINM JIHA: "BHectn n3amenenus B (HazBanue JIHA).
Hanpumep:

1. Buectu cnenyromue uameHenus: B llltataoe pacmmcanne Ha 2018 rom, yTBepKIeHHOE
npukazom OBY "HanmenoBanue opranusaiuu” ot 25 nexkadbps 2017 r. N 345: ...

mpu otMmeHe paHee yrepxkaeHHoro JIHA: "Ilpusnate yrpatuBmmM cuiy (Ha3zBanue JIHA),
yTBepxaeHHoe ...". Hampumep:

4. Ilpu3nate yTpaTuBIIMM cmity [lomokeHMe O HEHOPMHUPOBAHHOM paboueMm [HE,
yrBepxkaeHHoe nprkazom OBY "Hanmenosanue opranmzanuun ot 15 despainst 2015 r. N 22.

3.12. OcHoBHbIMU pekBu3uTaMu JIHA sBnstoTCS: HanMeHOBaHWE OpraHU3allMH, HAMMEHOBAHHE
BUJIa TOKYMEHTA U 3ar0JI0BOK K TEKCTY, COCTaBJISIIOLINE OJIHO LI€TI0€, TPU( YTBEPKAECHHS, MECTO U3IaHUS
JOKYyMEHTA.

Ecmu mpoekr JIHA sBisercs MHOTOCTPaHWYHBIM M K HEMY OQOPMIISETCS THUTYIHHBIA JIHCT,
yYKa3aHHBIE BBIIIEC PEKBU3UTHI Pa3MENIatOTCsl Ha TUTYJIHBHOM JIUCTE.

3.13. Hudopmaiusa crnpaBoduHOro xapakrepa (rpadukd, cXeMmbl, TaOJUIbI, (OPMbI JOKYMEHTOB)
oopmisercs B Bue npuitokeHuit k JIHA.

Ha mpunoxenusx x JIHA odopmisgercs pekBU3UT "OTMETKAa O MPHIOKEHUH" B COOTBETCTBHH C
MIYHKTOM 2.44 UHCTPYKLIUH.

3.14. JIHA BcTymaer B cuily B CpPOK, YKa3aHHBIN B TIpHKase, KOTOPEIM yTBepxkaeH JIHA, nmm ¢ natet
yrBepxaenus JIHA.

3.15. PacnopsimutenbHbIE JOKYMEHTH OpraHHM3allMd W3JAIOTCS B (opMe TPHUKA30B W
pacnopspkenuii. [Iprkassl n3maroTes B messix opopMIIeHNs pereHi:

HOPMAaTHUBHOTO Xapakrepa (ecim mpukazoMm yTtBepxkgaercs JIHA wim npuHMMaeTcs pemieHune
OpraHU3allMOHHOIO XapaKTepa, HallpuMep, MPHKa3 00 YTBEPKIAECHUH CTPYKTYPHI U IITATHONW YHUCICHHOCTH
OpTaHM3aIINN );

OpPraHu3alMOHHOro, aJMUHUCTPATUBHOI'O0, B TOM YHCJIC ONCPATHUBHOI'O XdapaKTepa IO BOIIPpOCaM
OCHOBHOM ACATCIIBHOCTU OpraHu3aIuu.

3.16. IIpoexTsl mMpHKa30B IO OCHOBHOW HEITEIBHOCTH TOTOBAT CTPYKTYPHBIE IOAPA3AEIECHUS
OpraHu3allud Ha OCHOBaHMM IIOPYYEHHH pYKOBOACTBa JHOO B HMHUIUATUBHOM  IIOPSAKE.
OTBETCTBEHHOCTh 3a KA4eCTBEHHYIO IIOATOTOBKY IIPOEKTa IPUKa3a, COIVIACOBAHHUE M IPAaBUIIBHOE
oopmiieHHEe TPOEKTa HECeT PYKOBOAUTENb IOAPA3ACIEHHs, KOTOPBIH TOTOBHT MPOEKT MpHKa3a U
MIPEJCTABIIAET €ro Ha MOJIHUCH.

3.17. KoHTponb 3a MpaBUIBHOCTBIO O(QOPMIIEHUS TPOEKTOB IMpPHKa30B ocyuiecTBiseT CiyxOa
JIENTONIPOU3BOJCTBA OPraHU3alUH.



3.18. HpI/IKaSI)I, Hu3aaBa€MbIC B OpraHuv3alvi, HC JOJDKHBI IMPOTUBOPCYHUTH 3aKOHOAATCIILCTBY
Poccuiickoi qDCI[epaIII/II/I, yCTaBy opranusanuu, JJIOKaJbHBIM HOPMATUBHBIM aKTaM OpraHu3allid U paHee
HU3JJaHHBIM ITPpUKa3aM OpTraHuU3aluu.

3.19. Tlpuka3sl 10 OCHOBHOMU JIESATENBHOCTH U3IAI0TCSI:

BO MHCIOJHEHHE HOPMATHUBHBIX IMPaBOBbIX AaKTOB OPraHOB T'OCYJApCTBEHHOW BIJIACTH U
BBILLIECTOSLLIMX OpTraHU3alni;

B LEIAX OCYIIECTBJICHUS YIPaBICHYECKOW JIESITEIBLHOCTH, BBITEKAIONICH M3 (YHKUUNA U 3a1ad
OpraHHU3alMH.

3.20. Ilpuka3pl MO OCHOBHOW JEATEILHOCTH COCTABISIOTCS Ha OCHOBE TIATEIBHOTO U
BCECTOPOHHEr0 H3YYEHHS BOIMPOCOB, TPEOYIOMMX pa3pelieHus, 4ToObl copepKalmuecs B MpUKaszax
MMoOpy4Y€HUA 6I)IJ'H/I KOHKPCTHBIMU, obecrneynBainuch AOCTAaTOYHBIMHU MATCPHUAJIBHO-TEXHUYCCKUMU U
q)HHaHCOBI)IMI/I cpeacTtBaMu U B ,Z[aJ'IBHeﬁIHeM HUCKIIOYaJInu HeO6XOILI/IMOCTB KOPPECKTUPOBKU MPUHATBIX
pelIeHnH B CBSI3H C HEMIOIHOTOM WIIH HeopabOoTKOM MpepIayIero npuKasa.

3.21. pukasel opranu3anuu oGOPMIISIOTCS Ha ONaHKe MpHUKa3a ¢ MCIOIb30BAHHEM CIEAYIOIINX
PEKBU3UTOB: JaTa AOOKYMCHTA, peFHCTpaHHOHHBIﬁ HOMEpP JOKYMEHTA, 3arojloBOK K TEKCTY, TEKCT,
noanuch. Jlata M pEerucTpallMOHHBIM HOMEp IpHKa3a IPOCTABIBIFOTCS IOCHE MOANMCAHUS IpUKa3a
PYKOBOIMTENIEM OpraHU3ALUY.

3.22. 3aroioBOK K MpUKa3y Me4yaTaeTcsl depe3 OAWH MEXCTPOUYHBIH WHTEpPBaj IMOJ PEKBU3UTAMH
OnaHka cjeBa OT TPAHUIIBI JIEBOTO MOJIsl. TOUKa B KOHIIE 3arojOBKa HE CTABUTCS. 3arojiOBOK K MPHKA3y
¢dopmynmupyercs ¢ npemiorom "o" ("00"), KpaTKo M TOYHO OTpaXkas COJCpKAaHUE TEKCTa IpHKa3a.
Hanpumep:

006 yTBepkacHUH MHCTPYKITUHT IO JIEJIOTIPOHU3BOICTBY;
O nopsike prHAHCHPOBAHUS PEKIIAMHON KaMIIaHHH;
O co31aHUM SKCIEPTHON KOMHUCCHHU.

3.23. TekcT mpuKa3a COCTOWUT W3 ABYX YacTel: 00OCHOBaHUS (TIpeaMOyIbl) U pacloOpsSAUTEIbHOMN
yactu. B 000cHOBaHMM yKa3bIBAETCSl OCHOBAHHE, MPHYMHA WITH IIeNTb U3J[aHus ToKyMeHTa. Hampumep:

B coorBercTBUM ¢ mpuka3oM MUHHCTEPCTBA CBSI3M W MAacCCOBBIX KOMMYHHKAIHH OT 25
nexabps 2014 r. N 1494 "O6 yrBepxnennn llpaBrn oOMeHa HOKYMEHTaMH B IJIEKTPOHHOM
BHJIE TIPU OpPTaHU3AINH HH()OPMAITMOHHOTO B3aMMOAEHCTBUA" ...

B mensix opraHmzanmuM M OpoBeACHHUS pabOThl MO SKCHEPTHU3E ILEHHOCTH IOKYMEHTOB,
00pa3yrommxcsi B JEATEIbHOCTH OpraHM3allM, U OTOOpY MX AJIS MepeAadd Ha XpaHEeHUE B
apx¥B OPraHU3alMH U K YHUUTOXKEHHUIO ...

3.24. PacnopsinutenbHasl 4acTh MPUKA3a HAUMHAETCS CJIOBOM "MPUKA3bIBAO'', KOTOPOE MeYaTaeTcs
CTPOYHBIMU OYKBaMH BPa3psIKy.

PaCHOpSIILI/ITeJ'IBHaH YaCTb MOXCT COACPIKATD:

pelIeHns OpraHM3alMOHHOrO XapakTepa (YTBEpAWTh, CO3[aTh, MpeoOpa3oBaTh, JHUKBUAUPOBATS,
MPU3HATH YTPATHUBIINM CHITY);

KOHKPCTHBIC NOPYUYCHHA C YKa3aHUEM HUCITIOJTHUTCIIA (HCHOJ’IHI/ITCJ'ICfI) 1 CPOKOB UX BBINTOJIHCHUS.

3.25. Kaxgoe pemenue (mopydenue) opopmiseTcss B HpUKa3e KaK OTAENbHBIA MyHKT. [IyHKTEI
MpHKa3a pacronaraloTcsi B JIOTMKO-BPEMEHHOM IIOCIIEIOBATENbHOCTH M HYMEPYIOTCS apaOCKuMH
uuppamu. Ecnm mopydeHue paercs KOHKPETHOMY IIOZPA3/CNICHHIO, €ro HAUMEHOBAaHWE MUIIETCS



MOJTHOCTBIO, B CKOOKaxX YKa3bIBAIOTCS (aMUIUS W WHHUIMAIBl PYKOBOAMTENS TOApA3ZCcicHUS B
HMEHUTENbHOM Majniexe. Hampumep:

... IPHUKa3bIBaIO:
1. VYuebno-meromuueckomy otaeny (Pamwmmms M.0.) x 01.11.2017 noaroroButh u
MIPEJCTaBUTh HA YTBEPKICHUE TUIaH yueOHO-MeTonuYeckor padotel Ha 2018 ro.

Ecmu mopydenue gaercsi KOHKPETHOMY HCIIONHUTEIIO, ero JOKHOCTh M (haMIIIHS YKA3bIBAFOTCS
0e3 cko0OK B JlaTebHOM najexe. Hampumep:

3. 'naBaomy Oyxranrepy (Pamumus 1.0.) HOArOTOBUThL U MPENCTABUTh HA PACCMOTPEHUE
Y yTBEp)KJEHHE CMETY KOMaHIMPOBOYHBIX pacxoaoB Ha 2018 rox B cpok 10 30.11.2017.

[IpeanuceiBaeMoe AeiCTBHE BBhIpaXkaeTcsl TJIArojioM B HeompeaeneHHoi dopme. He momyckaercs
yIoTpeOIATh HEKOHKPETHBIE BBIpaKEHUS Tumna "ycrinTh", "yckoputh", "oOecneunTb B Kpardaifiime
cpoku'".

Ecnu ogHOMY MCTIONTHUTENIO0 HEOOXOIUMO MOPYYNUTh HECKOJIBKO PA3HBIX 33/IaHUi ¢ OMHUM CPOKOM
BBITIOJTHEHUS, OTBETCTBEHHBIN HCIIONHUTENb M CPOK WCIOJIHEHHS YKa3bIBAIOTCA OJUH pa3 B OCHOBHOM
MyHKTE, a TIOPYYEHHUsS BBIIEISAIOTCS B OTAEIbHBIE MOAMYHKTH. EcIM y mopydeHuil pasHble CPOKH
WICIIOJTHEHHU S, CPOKHU YKa3BIBAIOTCA HE B OCHOBHOM ITYHKTE, a B KQXJOM ITOAITYHKTE.

CpOK WCITOIHEHUS OJDKEH OBITh PEaIbHBIM, COOTBETCTBOBATH OOBEMY IpEAIIOiaraeMbiX paldoT.
[Ipun ycTaHOBIEHHWH CpOKa CIEAyeT YYHTHIBATH BpeMS MJOBEIACHHA [IOKYMEHTa JO KOHKPETHBIX
HCIIOJIHUTENEH.

CpoOK UCTIONHEHUS B MyHKTaX PacIOpSAANTENbHON YacTH MPHKa3a He YKA3hIBAETCA B CIy4asiX, €Cln
NEMCTBUA HOCAT PETYJSIPHBIN XapakTep W WX BBHINONHEHHE MPEANHCHIBACTCS Ha BECh MEPUOM NEHCTBUS
mpukaza. KonmmdecTBO WCHONHHTENEW MO KaXKIOMY MYHKTY (TOAIYHKTY) HE OTpaHUYHBaETCs.
OTBETCTBEHHBIN UCITOTHUTEh YKA3bIBAETCS TTEPBBIM.

Ecmm IMprUKa3 OTMCHACT ITOJHOCTBIO HJIM YAaCTHUYHO PAHCC H3JAHHBIC HOKYMCEHTBHI IIO TOMY XK€
BOIIPOCY, TO B TMPCANOCICAHEM IIYHKTC IIpHUKasa HCO6XOI[I/IMO UX MEPEHYUCIUTL C YKa3aHUEM
HanMEHOBAaHUA NOKYMEHTA, €ro AaThl, HOMEpPA, 3arojIoBKa. HaanMep:

4. Ilpu3HaTh yTpaTHBIINM CHIy TpWKa3 opranm3ammu oT 5 aBrycra 2010 r. N 175 "O6
YTBEPKIECHUH DKCIEPTHON KOMUCCUU OpraHu3anuu’.

[locnenuuii MyHKT OpUKa3a - IYHKT O KOHTPOJE, B HEM YKa3bIBAaIOTCS JOJDKHOCTH JIMIIA,
OTBETCTBEHHOT'O 33 UCIOJIHEHNE JOKYMEHTA B LIENOM, ero ¢hammius 1 nHuuansl. Hanpumep:

4. KoHTponb 3a WCHOJHEHHEM IpUKa3a BO3JAaraercss Ha 3aMECTHTENS TEHEPaJbHOTO
mupekropa Qamunus 1.0.

B ornenbHbIX ciydasix pyKOBOIUTENb OPTaHU3aMi MOXKET OCTaBUTh KOHTPOJIb 3a COOOI:
KonTposns 3a ucronHeHueM npukasa oCTaBIISIO 32 COOOM.

3.26. He Bximrouaercs B TeKCT npukas3a NyHKT "lIpukas nosectu 1o ceeneHus ...".

Hoz[paweneHHﬂ U JOJDKHOCTHBIC JIMIAa, OO CBECACHUA KOTOPBIX H606XOI[I/IMO JOBCCTHU IIpUKa3,
NEPCUNCIIAIOTCA B YKa3aTClIC (J'H/ICTG, CHI/ICKG) PacCCbUIKH, KOTOpBIﬁ TOTOBUTCs HUCIIOJJHHUTCICEM M MOXKET



0 OopMIIATECS Ha 00OPOTHOH CTOPOHE MOCIEIHEr0 JINCTa MPHKa3a.
3.27. B mpuka3zax He JomycKaercs:
HW3MEHEHHUE paHee YCTaHOBJICHHBIX CPOKOB BBHITIOJIHEHHUS 3aJJaHUI B CTOPOHY UX YBEITHUCHHUS;

NPUMEHEHUE TMPOU3BOJBHBIX COKPAIlEHUM WIM HWCKaXEHUE HAUMEHOBAaHUM CTPYKTYPHBIX
MOApAa3eIE€HUN OPraHU3alluii, MOJBEIOMCTBEHHBIX OPTaHU3ALINI -UCIIOTHUTENEH;

MpPUMEHEHHE TMPOM3BOIBHBIX (HE OOWIENPHUHSTHIX) TEXHUUECKHMX H JPYIHX TEPMHUHOB,
COKPAILIEHHBIX CJIOB U HAUMEHOBAHUM.

3.28. Ilpm Hamuuuu TPUIOKEHHH B TEKCTE€ MPHUKa3a B COOTBETCTBYIOIIMX IYHKTaX

Yy y
pacIopsSINTEIPHON YacTH JAIOTCS OTCHUIKH: ... (mpunoxenue N 1); ... (mpunoxenne N 2); ... "coriacHo
MPHIOKEHUIO", HA MPUIIOKEHUU 0(hOPMIISIETCS OTMETKA O MPHIIOKEHHH

[Ipunoxenne N 1

k npuka3zy ®bY "HanmenoBanue
opraHuzamnumn"

or 12.11.2017 N 215

I/ISIIaHI/Ie BMECTEC C IPUKA30M HpHHO)K@HHfI, HEC YIIOMSAHYTBIX B TEKCTC JOKYMEHTA, HE JOITYCKACTCA.

Ecnu nOKyMEHT, yTBEPKIEHHBIM MPUKA30M, BIOCIEICTBUM JACUCTBYET B BHUJIE CAMOCTOSATEIBHOIO
JOKYMEHTa, Ha MEePBOM JIMCTE JIOKyMEHTa B BEPXHEM IPABOM YTy MPOCTABIAETCS TpU( yTBEpKIAECHUS
(Tpy HEOOXOANMOCTH, - C YKa3aHHEM HOMepa MPUIIOKEHNUS ), HAIIPHMeEp:

HucTpykius YTBEPXJIEHA
npuka3oM "HammeHoBaHmME
opraHuzanun"
ot 22.01.2017N 5

3.29. PacriopspkeHust 0hOpMITIIOTCS 10 TEM JK€ MPaBWIaM, 9TO W MPUKA3bl, 32 HCKIIOYCHUEM TOT0,
YTO B KOHIIE MPeaMOyIIbl CTABUTCS TBOETOYME, ITOCIIE Yero CIENYIOT IMMyHKTHI PACIIOPSIUTEIHHON YacTH.
Hamnpumep:

B nemsax ncnonnenus npukaza ObY "HanmenoBanue opranmzanuu” ot 22 asrycra 2017 1.
"O0 opraHu3aUy U MPOBeIeHNN KOHKypca "Jlyummii cekperaps kommanuu - 2017

1. PykoBogurensiMm ympaBlieHHH, OTAeNn0B U Jabopatopuii B cpok 10 10 centsiops 2017 r.
MPEACTaBUTh CBOU NPEIUIOKEHHUS O KaHIMAATypax CEKpeTaped W AeNONpOU3BOIUTENCH IS

y4acTusi B KOHKypcCe.
2. ...

PacnopspkeHunst MOryT He UMeTh peamOyJIbl.

3.30. Jlo mpencraBiieHHst Ha IOJIIMCH IMPOEKT MNpUKa3za (PACIOPSDKEHUsS) COTIACOBBIBACTCS C
3aMHTEPEeCOBAHHBIMU JIUI[AMH B COOTBETCTBUU ¢ TTyHKTaMu 4.1 - 4.11 uHCTpYKIINH.

3.31. Tlpuka3 TOAMHUCHIBACT PYKOBOAUTEIb OpPraHU3AIlMM MM JIMIO, HCIOIHSIOMIEE ero
00513aHHOCTH.

PaCHOpSDKeHI/Ie MOANHUCHIBACTCA PYKOBOAUTCIICM H/UIY UHBIMU YIIOJITHOMOYCHHBIMHA UM JIMIIAMU.

3.32. Konuu npuka3oB (pacrlopsbKeHHH) pacchlIaloTcsi B COOTBETCTBUM C yKaszaTeleM (JIMCTOM,
CIIMCKOM) PACCBUIKH.



OnekTpoHHasi KONMS TpUKa3a pa3MeIlaeTcss B COOTBETCTBYIomed Oaze manHbix COJ mim Ha
KOpIIOpaTHBHOM IOpTasie opraHu3anuu B cetd "MuTtepHer".

3.33. Ilpu oopmiteHNH IPUKA3a, U31aBAEMOI'0 COBMECTHO C IPYTOd OpraHu3aluen:
ONaHK HE MCIIONB3YeTCs;

HaMMCHOBaHMH OpFaHI/I?,aIH/Iﬁ e4yaTaroTCd Ha OJHOM YPOBHE;

naumeHnoBaHue Buna gokymenta (IIPUKA3) pacnonaraercs mo ueHTpy.

Jatoil coBMecTHOro npukasa SBJISETCSA JaTa MPOCTABICHUS IOCIETHEeH MOAMUCH Ha JOKYMEHTE.
PerucrpanoHHbIif HOMEp COBMECTHOT'O TIPHKa3a COCTOUT U3 PETHCTPAI[MOHHBIX HOMEPOB, TPHUCBOEHHBIX
Ka)XJOM W3 OpraHM3allMil M MPOCTaBJISIEMBbIX depe3 KOCYI0 4epTy B MOpsAAKE YKa3aHHs OpraHM3alui -
aBTOPOB JJOKYMEHTA.

Tekcr coBMecTHOro IpHKa3za H3Jaraercs OT IepBOrOo JIMLA MHOXXECTBEHHOIO 4Hcia
("mpuxa3eiBaeM"), MOAMUCH PYKOBOAMTEIEH OpraHM3allMil pacrojaraioTcs Ha OJHOM YpPOBHE ClieBa U
cIipasa.

3.34. JleaTenbHOCTh 1O COBMECTHOM BBIPAOOTKE PEIICHWN Ha 3aCeNaHUsSX COBETOB, KOMHCCHM,
COBEIIaHUSIX 0(POPMIISIETCS TPOTOKOIAMH.

[IpoTokon cocraBmsieTcsi HA OCHOBaHUH JTUKTO(OHHBIX (PYKOITUCHBIX) 3aITHCEH, TPOU3BECHHBIX BO
BpeMsl 3aceqaHusl, MPEICTaBICHHBIX TE3MCOB JIOKJIAJ0B M BBICTYIUIEHWH, CIIPABOK, MPOEKTOB PEIIeHUN
(mocTaHOBIEHUN).

[Ipotokon odopmitsieTcss B TEUCHHE OJJHOTO - TPEX JTHEH MOCIe MPOBEICHHS 3aCeaHusl, eClTU CPOKU
€ro MOJIrOTOBKU HE OrOBOPEHBI 0C000.

3.35. PexBu3WTaMH NPOTOKOJA SIBISIOTCA: HAUMEHOBAHHE OpPraHM3AINH, HANMEHOBAHHWE BHUIA
JIOKYMEHTA, 3aroJIOBOK K TEKCTY, AaTa U MECTO 3aCCAAaHUs], PETHCTPALMOHHBIA HOMEpP MIPOTOKONIA, TEKCT,
MTOZIITUCH.

3.36. 3aromoBOK K TEKCTy MPOTOKOJIAa OTBeYaeT Ha BoOmpoc 'dero?" W COAEPKUT yKa3zaHUE
MOJpa3/ieNIeHNs] WM OpraHa, IesITeNbHOCTh KOTOPOro MpoTokonupyercs. Hanpumep:

IIPOTOKOJ 3aCCHaHus aTTECTAIIMOHHON KOMHUCCHH
IIPOTOKOJ 3aCCHaHusA H&y‘lHO-MGTOHH‘IGCKOﬁ KOMHUCCHH.

Hatoii mpoTtokona sBisieTcs nata 3acedaHus. Ecnu 3aceganue MpoaoyKaeTcsi HECKOJIbKO JTHEH,
YKa3bIBaeTCs J1aTa Hayasla 3aceaHus U 4epe3 TUpe - Jata okoHyaHus: 12 - 13 mas 2018 r.

3.37. Tekct npoTOKONA JOJKEH COCTOATh U3 IBYX 4acTeil: BBOIHOM M OCHOBHOU. B BBOIHOM HacTu
MIPOTOKONA yKa3bIBalOTCs (haMuimy Tmpencenarens (MpeacenaTelbCTBYIOMIEro); ceKperaps; (GaMumimu
YYaCTHUKOB, IPUCYTCTBYIOIIUX Ha 3aCEAAHUM; JIULI, IPUTJIALICHHBIX HA 3aCelaHHE; IOBECTKA IHS.

Ecimm xonmyecTBo MNPUCYTCTBYIOIIIUX Ha 34aCCAAHUHN IPCBBIIIACT 15 YCJIIOBCK, B BBO,Z[HOﬁ qaCTu
MMPOTOKOJIA ACJIAaCTCA CChIJIKA Ha CIIMCOK, HBHHEMHﬁCH HEOTHhEMJIEMOM 9aCThIO MpoTOoKOIIA. HaanMep:

[IpucyrcrBoBamm: 25 4en. (CIUCOK MPHUIIAraercs).

BBogHass dYacTh TIpOTOKOJAa  3aKaHYMBAETCS IOBECTKOW  JHS, COAEp)Kamleld  IepevyeHb
paccMaTpuBaeMbIX BOIPOCOB, NEPEUMCICHHBIX B MOPSIIKE UX 00CYXKIEHHUS C yKa3aHHEM JOKJIaadhKa Mo
Ka)XIOMy paccMaTpuBaeMoMy Bompocy. Bompocel moBecTku aHs GopMyiupyroTcs ¢ mpemiorom "o
("06"), meyaTaroTCs OT FPAHUIIBI JIEBOT'O MOJISI U HYMEPYIOTCSl apaOCKUMU LU paMu.

B ocHOBHOI1 yacTu IMPOTOKOJIa (bPIKCPIpyeTCH X0 3accaaHmusl.



3.38. [lomHbIi TPOTOKOI CONEPIKUT 3alUCh TOTO, UTO MPOUCXOUIO BO BPEMsI 3aceIaHusl, BKIIOYAst
BOMNPOCH K JOKJIAJYUKy, OTBETHI Ha HHX, BBICTYIUICHHS B XOJ¢ OOCYXICHHUS BOIMPOCA, PE3YJIbTATHI
TOJIOCOBAHMSI MO BOMNPOCY W MPUHATHIE perieHus. KpaTkue mpoTOKOIbl BEAyTCS MPU PACCMOTPEHUU
BOMNPOCOB OMEPATHBHOIO Xapakrepa. B kpaTkoMm mpoTokoiie (PUKCUPYETCs TeMa OOCYKISHHMsI, (paMUTus
JIOKJIaTIMKA 110 BOMIPOCY U MIPUHSTHIC PELICHMUS.

3.39. OcHOBHasg 4YacThb IOJHOIO MPOTOKOJA COCTOMT M3 Pa3/eNioB, IMOCBSIIEHHBIX BOIPOCAM
NOBeCTKM JHA. XOJI PpacCMOTPEHHsl KaXJOro BOIpOCAa 3alUChIBACTCS B  IOCIIENOBATEIbHOCTH:
CJYIIAJIA - BBICTYIIWJIA - PELHWJIN.

[TocranoBnenue (perieHWe) B TEKCT MPOTOKOJA BHOCHTCS IOJHOCTBIO B TOH (DOpPMYJIHMPOBKE,
KOTOpas OblIa MPHHITA HA 3aCeNaHuu; MPH HEOOXOAMMOCTH MPHUBOIATCS UTOTHM rojocoBaHus: "3a - ...,
MIPOTHUB - ..., BO3JIEPKAJIOCH - ..."

3.40. IlIporokom 3acemaHusi TOANMMCHIBAETCA TMpeAcenarenaeM (TMpenceaaTeIbCTBYIONMM) H
CeKpeTapeM 3acelanusl, e HHoe He ycTaHoBieHo JIHA.

3.41. Tlpu HEoOXOAMMOCTH KOMHHM MPOTOKOJOB WM BBIHCKA M3 IMPOTOKOJIOB PACCHLIAIOTCS
3aMHTEPECOBAHHBIM JIMIAM B 3JIEKTPOHHOM BH/JI€ B COOTBETCTBHH C YKa3aTEEM PACCHUIKH.

B BmImucke W3 MPOTOKOIA JOJDKHBEI BOCIIPOHM3BOAMTHECS BCE PEKBU3UTHI 3arojOBOYHONM YacCTH
MIPOTOKOJIa, BBOJHAS YacCTh, BOINPOC TOBECTKHA MHS, MO KOTOPOMY TOTOBHUTCS BBIHCKA, M TEKCT,
OTpaXkaroIlrii 00CYXIeHNE BOMPOCa U MPUHSATOE PEIlICHHE.

3.42. JlenoBoe (ciyxe0HOE) MHUCHMO I'OTOBUTCS Ha OjaHKe nmucbMa. [Ipy cOCTaBICHUU ITHCEM
0o(hOpPMIIAIOTCS PEKBU3UTHI: aJpecar, 3arojioBOK K TEKCTY, TEKCT, MOJIUCh, OTMETKa 00 MCIIOJHUTEIE, B
HEOOXOJIMMBIX CITyJasix - OTMETKa O IPUIIOKCHHH.

3.43. Ecnmm mMCBMO SBJIIETCS OTBETOM Ha ITOCTYIUBIIMK 3allpoCc I TIPOCHOY, 3amOTHSAETCS
PEKBHU3HUT "CCBUIKA HA PETUCTPAIIMOHHBIN HOMED U JaTy IMOCTYIIHUBIIEro muchMa'.

HawnmenoBanme Buma gokymeHTta ("mUChMO'") W pa3sHOBHIHOCTH MHChMa (Hampumep, "mpockda',
"uadopmarmonHoe", "compoBomurtensHOe", "3ampoc", "HamoMmuHaHWE") B IETOBBIX (CITy’KEOHBIX)
MUChbMAaX HE YKa3bIBAIOTCSI.

Ecnmu murceMo HampaBiisieTcst ajipecaTy IO JICKTPOHHOW ToYTe WM 1o (akcy 0e3 JOCBUIKH IO
MoYTe, BMECTO TIOYTOBOT0 aJpeca yKa3bIBACTCS aJIpec JIEKTPOHHOM MOUTH MIIK HOMep TenedoHa-(hakca.

3.44. [enoBoe (ciayxebHOE) MHUCHMO [ODKHO OBITH TMOCBSIIEHO OAHOMY Bompocy. Ecmm
HEOOXOIMMO OOpaTUTHCS B OPraHU3ALUIO OAHOBPEMEHHO IO HECKOJIBKHM BOIPOCAM, PEKOMEHIyeTcs
COCTaBHUTB OTJIEIBHOE MIHCHMO MO KaKIAOMY U3 HHX.

IInceMO MOXKET KacaThCsl HECKOJIBKHX BOITPOCOB, €CJIM OHU B3aUMOCBS3aHbI.

3.45. B ogHOM NIHCHEME HE TOIDKHO OBITH OOJNiee YeThIpeX aapecaToB, MPH ATOM OCHOBHOW ajpecaT
YKa3bIBaeTCs NEPBBIM, OCTAJIBHBIM aJpecaTaM MUCbMO HAIPaBISIETCs AJIs1 CBEICHUS.

HpI/I HCO6XO,Z[I/IMOCTI/I HaIllpaBUThb IMUCbMO 60J'IBH_I€My KOJIMYCCTBY aApeCaToOB, T'OTOBUTCA CIIMCOK
PacCChUIKHU, U TMCbMa paCCbUIAOTCA 11O CITUCKY.

3.46. Ilpm cocraBieHHMM JENOBBIX IHCEM HCHOJNB3YETCS BCTYNUTEIbHOE OOpalleHue |
3aKIIIOYMTENbHAS STUKETHAs! (Ppa3a B COOTBETCTBUH C ITYHKTOM 2.43 MHCTPYKLHUU.

3.47. TekcT mUCHLMAa U3IAraercs:

ot 1-ro nmia MHOXecTBeHHOro uncina ("mpocum ...", "npemiaraem ...", "HarmOMUHAEM ...");

n

oT 3-ro Juna emuHCTBEHHOro 4ymcia ("'mpeanpusThe CUYUTACT BO3MOXHBIM ...", "HHCTHTYT He

pacmonaraer BOSMO>XHOCTBIO ...");



or 1-ro ymna eauHCcTBeHHOTO yncna ("mpomry ...", "npeanararo ..."), eciiu mucbMo oopMIIsIeTCS Ha
JIOJDKHOCTHOM OJTaHKe.

3.48. Ecnu mpoekT aenoBoro (ciaykeOHOro) MUCbMa HaIlpaBIIsieTcsl aIpecary IO MOYTe, MPOEKT
TOTOBUTCA B JABYX OK3EMIUISIpax: OAMH SK3EMIULIp odopmisieTcss Ha OnaHke, BTOPOH 3K3eMILIAD,
MpeAHa3HaYeHHBIN JUTS BUBMPOBAHUS) - HA CTAHJAPTHBIX JIUCTAaX Oymary.

HenoBoe (cmy:keOHOE) THCBMO 10 TPEICTABICHUS HAa TOANUCH AOMHKHO OBITH COTJIACOBAHO
(3aBH3UPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMU Jinilamu. CoriacoBanue (BU3UPOBAHKE) NETOBBIX MUCEM
MIPOBOJIUTCS B COOTBETCTBUH C MyHKTamMu 4.1 - 4.11 uncTpykium.

3.49. NenoBoe (cmyxeOHOE) MHCHMO MOANMUCHIBACTCS PYKOBOIUTEIEM OpraHHM3alldd WM HWHBIM
YIIOTHOMOYEHHBIM MM JuioM. [loanucanHoe nenoBoe (ciyke0HOe) MUCHhMO MOJUISKUT PETHCTPAIlUN U
OTIpaBKe.

He AOOITYCKACTCA OTHPABJIATH apecaTaM IMUcCbMa, HEC UMCIOIIHNE JAThl U PErUCTPallMOHHOI0 HOMEpPA.

3.50. Ilocme moamucaHWsl NHCbMa W €ro pPErucTpaluy OHK3eMIULIp MHCbMa C BHU3aMH
3aUHTEPECOBAHHBIX JIMILI IIOMEIAETCS B JIENIO0.

3.51. AKTBI COCTABIISIIOTCSI HA OCHOBE YTBEPIKJACHHBIX OpraHaMu BIIACTH YHU(MUIIMPOBAHHBIX (OpM
WJIH B CBOOOHOHN (popMe B IIENSIX MOATBEPKICHHS (HaKTOB, CBSI3AHHBIX C JEATETLHOCTBIO OPraHU3alHH.

3.52. Ilpu cocraBieHWH AaKTOB WCIIOJB3YIOTCSI PEKBH3UTHI: HAMMEHOBAHHE OpPTaHHU3AIHM;
HauMEHOBaHWE BHJA JOKYMEHTa; JaTa OKYMEHTa; PEerucTpallOHHBI HOMEp JOKYMEHTa; MECTO
COCTaBJICHUA WJIM U3JIaHUS TOKYMEHTA; 3aT0JIOBOK K TEKCTY; TTOATHCE.

3.53. JlaToii akTa SBIsETCS JaTa COCTABJICHUS aKTa U IMOAIMUCAHHS €TI0 COCTABUTEIISIMH.

Ecmu dopmoii akTa mpemrycMOTpEHO ero yTBEpXACHHE PYKOBOAMTENEM OPTaHHM3aIlM{ WM HHBIM
YIOJTHOMOYEHHBIM JODKHOCTHBIM JIMIIOM, TATOW aKTa SIBJISIETCS 1aTa ero yTBEP KICHUSI.

3.54. B BBOHOI YacTH aKTa B MMEHHUTEIHLHOM ITa/ICKE YKa3bIBAIOTCS:

OCHOBaHWE COCTABIICHUSI aKTa (JOKAJIbHBIH HOPMATUBHBIN aKT; paclOpSIUTEIbHBIA JOKYMEHT
opranm3anny (TIpUKa3, pacrmopsokeHre); (akT WM COOBITHE, IIOCTY)KHBIIEE OCHOBAHHEM IS
COCTaBJICHUS aKTa);

cocTaBUTeNM akTa (mepeuncistorcss mocne cinoBa "CocraBineH" ¢ yKa3aHHEM JIOJDKHOCTEH,
HAMMEHOBAaHUI OpraHW3alvid, ©CIM COCTABHTENU SBISIOTCS MPEACTABUTEISIMUA APYrOH OpraHH3aIlfi,
(haMunHii 1 HHUITAAIIOB).

Ecnu akT cocraBieH KoMHCCHEH, TEPBOH yKa3bIBaeTCs (paMuiIns IpencenaTensi KOMUCCHUH, 3aTeM
YJICHOB KOMHUCCUH B ajih)aBUTHOM TOPSIKE.

3.55. B TekcTe aKTa U3araroTcs UENU U 3aJa4d COCTABIICHUS aKTa, CYIIHOCTh, XapaKTep, METOAbI U
CPOKH IIPOZENIaHHOM paboThI, €e Pe3yJIbTaThI.

HpI/I HGO6XO,Z[I/IMOCTI/I AKT MOXCET COACPIKATh BbIBOJAbI U PCKOMCHAAIINH.

B 3akmounTeNnbHON YacTH aKTa YKa3bIBAOTCs KOJIMYCCTBO MOATOTOBJICHHBIX 3K3CMIIIAPOB aKTa U
MCCTOHAXOXJCHUC KaKIAOI'0 3K3EMILIAPA. KonuuecTBo OK3CMIUIAPOB aKTa OHNPCACIIACTCA KOJINYCCTBOM
CTOpPOH, 3aUHTCPCCOBAHHBIX B €ro COCTaBJICHWH, nin HOPMATHBHBIMHA TpeGOBaHI/IHMH,
PEriIaMCHTUPYIOIIUMHA COCTABJICHUC aKTOB KOHerTHOﬁ Pa3HOBUAHOCTHU.

3.56. SKSCMHHHPBI aKTa IIOAINHMUCBIBAIOTCA BCEMHU UYJIICHAMH KOMHUCCHH (CCJ'II/I aAKT COCTaBJIAJICA
KOMI/ICCHCﬁ) HJIN COCTABUTCIIAIMU U, IIPU HCO6X0):[I/IMOCTI/I, MNPpUCYTCTBOBABIINMU JIMIIAMU.

HpI/I noAnmMuCaHrM aKTa MpeaAceAaTcieM U 4JICHAMU KOMHUCCHU HAMMCHOBAHUA UX ,[[OJ'DKHOCTCﬁ HE



YKa3bIBarOTCA.

Ocoboe MHEHHME COCTaBHUTEIs aKTa u3jIaraercs Ha OTACIBbHOM JIMCTC, IIOANMUCHBIBACTCA H
npujiaraceTrcs K akrTy.

3.57. Ecmu 3akoHomatenbcTBOM Poccuiickoit @enepannyd NpenycMOTPEHO O3HAKOMIIEHHE C
colepXaHUEeM aKTa JUI, YHOMSHYThIX B aKTe, MOJ NOJMNNCh, Ha TMOCIeIHEl CTpaHHUIle aKTa
mpocTaBisieTcs oO3HakomuTenbHas Buza "C  akroM o3HAaKOMIJIEH(BI)', TpPH OSTOM YKa3bIBAIOTCA
HAMMEHOBAHUS JIOJDKHOCTEH, JIMYHBIC MOMNUCH, paciM(poBKU moamucei, AaTel o3HaKomieHus. Jluna,
KOTOpBIE 3HAKOMSTCS C COAEPKAHUEM aKTa, UMEIOT IIPaBO HE COINIACUTHCA C COAEPKAHUEM aKTa B LIEIOM
WJIH €T0 OTACIBHBIMH MOJOKEHUSIMH, YTO JOJDKHO OBITH 3a)MKCHPOBAHO MPH 03HAKOMIICHHH C aKTOM.

3.58. JlokmamHasi (ciykeOHasi) 3amucka HCIOJb3YETCsA Il ONEPATUBHOrO WH(GOPMAIMOHHOTO
o0MeHa MEXIly CTPYKTYPHBIMH TO/IPa3/ICICHUSIMUA U PYKOBOJICTBOM.

3.59. OGs13aTeNnbHBIMUA PEKBU3UTAMH JOKJIAIHON (CIyKEeOHOH) 3alUCKH SBISIOTCS: HANMEHOBAHHE
CTPYKTYPHOTO TMOJpa3/ielicHHs, HaUMEHOBaHWE BHJA JIOKYMEHTa (JOKJIajHas 3amlucKa, CiyKeOHas
3alMCcKa), 1aTa, 3ar0JIOBOK K TEKCTY, apecaT, TEeKCT, HOIHCh.

3.60. Ilpu ampecoBaHMM IOKJITAJHBIX (CITY>KEOHBIX) 3alMCOK YKA3BIBAIOTCS B JTATEIBHOM ITalIeKe
JIOJDKHOCTD JIMI[a, KOTOPOMY aJpeCOBaH JOKYMEHT, (haMuiiust ¥ HHUIMAjbL. Hanpumep:

3aMecTHUTENIO TeHEePaIbLHOTO
mupexropa "HanMeHnoBaHne opraHuzanum’
Oammms 1.0.

HJIA:

PyxoBonurento JlenaprameHTa
WH(POPMAITHOHHBIX TEXHOIOTHI
damums 1.0.

3.61. loxmamueie (cayxeOHbBIE) 3alMCKA MOTYT COCTaBISITHCS, PACCMAaTPUBATHCA M XPAHUTHCS B
TEUEHHE YCTAHOBJICHHOT'O CPOKA UCKITIOYUTENHHO B 3JIEKTpOoHHOM BHJie B COJI.

[Ipu opranmzamum paboTHl C MOKIATHBIMU (CITy)KEOHBIMH) 3allICKaMHd B JJIEKTPOHHOM BHJIE
WCTIONIB3YIOTCS DIICKTPOHHBIC MA0IOHBI JOKJIAHOW U CIY)KEOHOH 3aMuCcoK.

3.62. Tekct mokmamHON (CITy>keOHOM) 3amlUCKH, B 3aBHCHMOCTH OT CIIOKHOCTH COJEpKaHHS H
NPUBOAUMON apryMEeHTAIH, COCTOUT U3 OJHOM, JBYX WJIU TPEX YacTei:

B nepBoﬁ YaCTu H3J1araroTcsa INPUYUHBI, (I)aKTI:I nim CO6BITI/I$I, IMOCIYXKHMBIOIUE IMOBOAOM IS
COCTaBJICHUA JOKYMEHTA,

BO BTOpOﬁ YacTHU JACTCs aHAIIM3 CIIOKUBIIICHCS CUTYyalluH, BOSMOXXHBIC BapHUAaHThI €€ PCIICHUSA,
B TpeTI)eﬁ YacCTH U3JiararoTCsa BbIBOIBI.

3.63. Perucrpauus AOKJIaAHBIX M CIY)KEOHBIX 3alHMCOK ocymecTsisiercs B CO/l, mpu oTcyTcTBUM
C3]1 - B cTpyKTypHOM NOJpAa3IENEHNHN, TOATOTOBUBIIEM TOKYMEHT.

3.64. Ilucemo, HanpaBIsIeMoe 3apy0eKHOMY aZjpecaTty, COCTABISICTCS] HA PYCCKOM SI3BIKE, TPOXOAUT
COIJIacOBaHHE CO BCEMM 3aMHTEPECOBAHHBIMH JIMIIAMH OPTraHU3alWH, I1OCIE YEro MUChMO MEPEeBOAUTCS
Ha OJMH M3 MHOCTPAHHBIX SI3BIKOB (SI3BIK ajxpecara WIM aHTJIMHCKUN S3bIK) U odopmIsieTcss Ha OJaHKe
MUCbMa, PeJHa3HAYEHHOM /ISl IIEPENHUCKHU C 3apyOeK HBIMU KOPPECIOHAEHTAMHU.

HO}:U'II/IHHI/IK nrcbMma, O(l)OpMHeHHBIfI Ha OJHOM M3 MHOCTPAHHBIX A3bIKOB, TOJIZKCH OBITH NACHTUYCH
10 COACPIKAHUIO IK3EMILIAPY Ha PYCCKOM A3BIKC C BU3aMU 3aMHTCPCCOBAHHBIX JIWII.



3.66. Ha mnoamuch pYKOBOOUTENIO TMPEACTABISIOTCA: OK3EMIULIP MHChbMa 3apyOeKHOMY
KOppECHOHACHTY, OOpMIICHHBII Ha ONaHKe, KOMUs JAHHOTO MUChbMa Ha CTaHAApPTHOM JIMCTE OyMmaru c
BH30M MCHIONHUTENS, YK3EMIUISIP TCbMa Ha PYCCKOM SI3bIKE C BU3aMH 3aMHTEPECOBAHHBIX JIUL.

3.67. Ilocne noanucanys mucbMa PYKOBOAUTEIICM UJIW MHBIM YIIOJJHOMOYCHHBIM UM JIMIIOM:

JK3EMIUISIp  MUChbMA, OQOPMIIEHHBIH Ha  OJaHKe, TONNHCAHHBI  PYKOBOJHUTENEM H
3aperucTpupoBaHHbIil B Cyk0e 1e10npon3BoCTBa, HAIPABIISIETCs aapecary;

KOIMS IIHChMa C BHU30M HCIOIHUTEISA U OK3EMILIAP MMUChbMa, COCTaBJICHHBIN Ha PYCCKOM A3BIKE, C
BH3aMH 3aMHTCPCCOBAHHBIX JIMII MIOMCIIAIOTCA B ACIIO.

IV. CoriiacoBanue nNpoeKTOB IOKYMEHTOB.
IHoanucanue (yTBep:kaeHNe) MPOEKTOB TOKYMEHTOB

4.1. CornacoBaHue MpoeKTa TOKyMEHTa MPOBOJUTCS 110 €0 MOAMUCAHUS PYKOBOJUTEIEM B IIENIIX
OLICHKM COOTBETCTBHSI IIPOEKTA 3aKOHOAATENLCTBY Poccuiickoil denepanuy, JOKAIBHBIM HOPMATUBHBIM
aKTaM OpTaHU3alliy, KauecTBa 1 3PEKTUBHOCTH MPEIaraeMoro perieHus.

CornacoBanne TpoekTa JOKYMEHTa OpPraHU3yeTcsl HENOCPEICTBEHHBIM  HCIIOIHUTEIEM
(cocraBuTEEM) W PYKOBOIAUTEIEM IMOAPA3NCICHUS-UCIONHUTENSI W TPOBOTUTCS B  TpeAenax
YCTaHOBJIEHHOTO CPOKa MCIOJTHEHNS.

4.2. Ilpu mammunu B opranm3arun COJ] cormacoBaHre MPOESKTOB JTOKYMEHTOB OCYIIIECTBIISIETCS B
ABTOMATHU3UPOBAHHOM PEKUME MTOCPEICTBOM HAIMPABIICHUS MPOSKTOB JOKYMEHTOB JIUIIAM, Ha3HAYCHHBIM
B Ka4eCTBE COTTIACYIONINX, U OOPMIICHHUS pe3yabTaToB cornacoBanus B CO/I.

CornacoBaHrne TPOEKTOB JTOKYMEHTOB MOXET OCYIIECTBIATHCS IOCPEACTBOM KOPIIOPATUBHOM
AJIEKTPOHHOW TOYTHI H 0(h)OPMIICHUST UCITOTHHUTEIIEM JINCTA COTIIACOBAHUS C MPUIOKEHHEM 3IICKTPOHHBIX
COOOIIEHHI JTUII, yYACTBOBABIIMX B COTVIACOBAHHMH MTPOEKTA TOKYMEHTA.

4.3. CormacoBaHue IIPOEKTOB JOKYMEHTOB ¢ pPaOOTHHKAMH OpTraHM3alMHd H/WIH APYTHMHU
OpraHU3aIHsIMH OpPraHU3yeT UCIOIHUTEND TIOCNIE COTIACOBaHMS B paboueM MOpsJIKE MPOEKTa JJOKYMEHTA
C PYKOBOJIHUTEIEM CTPYKTYpPHOTO TIOAPA3ACiCHUS W B COOTBETCTBHM C HWHCTPYKIUEH IO
JeTIONPOU3BOICTBY OPTaHU3AIMY WM WHBIMH JIOKAbHBIMH HOPMATHBHBIMH aKTaMH, PEryIUPYIOIIMH
MPOIIECC COTIACOBAHUS (BU3UPOBAHHUS) IIPOSKTOB JIOKYMEHTOB.

4.4. IIpoeKTbl TOKyMEHTOB COTJIACYIOTCS:
HEMOCPEICTBECHHBIM UCITOTHUTENEM W PYKOBOAUTENEM MOIPAa3 el CHHSI -UCTIONTHUTEIIS;
COUCIIONTHUTENAMH (IIPH WX HAJIMYUN);

PYKOBOJMTENSMH CTPYKTYPHBIX TOJpa3feicHU, paOOTHUKAMU OpTaHHW3al[iH, HAaNpaBICHUS
JeITENLHOCTH /MM (QYHKIIMOHATbHBIC O0S3aHHOCTH KOTOPBIX 3aTPardBarOTCS B MPOCKTE JOKYMEHTa
W/WM KOTOpPBIE YKa3aHbl B MPOCKTE JOKYMECHTA B KavecTBE HCIONHUTENeH (B cllydae BPEMEHHOTO
OTCYTCTBHS PYKOBOJAUTENS TOJpa3/IeICHUs MPOCKT JOKYMEHTA BU3UPYET JIUIO, BPEMEHHO HCITOTHSIIOMIEE
ero o0s3aHHOCTH);

3aMECTUTEISIMH PYKOBOIMTENSI OPraHU3allM, KYPUPYIOIIUMH 3aTPOHYTHIE B IPOEKTE JTOKYMEHTa
BOIPOCHI (€CJIN JOKYMEHT MOANUCHIBaeTcs (YTBEp)KIaeTcsl) PyKOBOAUTEIIEM OpraHU3aLiN );

IOpUAnYeCcKoi ciryx0oi (mpoexToB JIHA, mpoeKTOB MPHKa30B);
Cay>x00¥ 1e10onpou3BOICTBA.

HpOeKTLI AOKYMCHTOB, pcain3dalud KOTOPBIX Tpe6yeT (bHHaHCOBBIX 3aTpat, COrJIaCOBBLIBAKOTCA C
q)HHaHCOBLIM noapasaciICHUCM.



He nomyckaercst HarpaBisTh Ha COTIACOBaHUE MPOSKT IOKYMEHTa OJJHOBPEMEHHO JIByM WM Ooiee
paboTHUKaM OJJHOTO CTPYKTYPHOTO MOApa3AencHus. B kauecTBe UM, COrIacyromMX MPOeKT TOKYMEHTa,
JIOJKHBI BBICTYNIATh MPEUMYIIIECTBEHHO PYKOBOIUTENN CTPYKTYPHBIX MOJIPA3AEIEHUN.

4.5. BHemHee coriacoBaHHE NMPOEKTa JOKYMEHTa OCYIIECTBIISETCS IMOCPEICTBOM HaIpaBIICHUS
MPOEKTa B JPYTYI0 OpPraHHU3alMI0 C CONPOBOAUTEIBHBIM IHCBMOM, B KOTOPOM YKa3bIBaeTcs CPOK
COIJIacoBaHMUsL

Ecnu opranmzanuu, coriacyrouiyge MpoeKT JOKYMEHTa, SBJSAIOTCS ydacTHMKaMu omgHou COJI,
coriacoBaHHe MokeT ObITh mpoBeneHo B CDJ] 6e3 HampaBieHHs COHNPOBOJUTENBHOTO IMUCbMA H
OJTHOBPEMEHHO C BHYTPEHHUM COIJIACOBAHHEM.

4.6. Cpoku corjacoBaHHs JOKyMEHTOB YCTaHABIMBAIOTCA HWHAWBUIYaJIbHONM HMHCTPYKIHEH I10
JIeTIONPON3BOACTBY H/MIM WHBIMH JIOKaJbHBIMA HOPMATHBHBIMH aKTaMH B 3aBUCHMOCTH OT BHJA
JOKyMEHTa W o0beMa JOKYMEHTa, BKIOYas MpUIOKeHHs K HeMy. CpOKH COTJIacOBaHUS JOKYMEHTOB
COCTaBJIAIOT <11>:

<11> HMHmuBuAyalbHOM HWHCTPYKIMEW MO JEIONPOU3BOJACTBY MOTYT OBITh YCTAHOBJIEHBI HHBIE
CPOKH COT'JIACOBAHHS ITPOEKTOB JJOKYMEHTOB.

MIPOEKTHI JCNTOBBIX (CITy)KEOHBIX) muceM - 1 - 3 pabouux JHs;
MIPOEKTHI MTPUKA30B O€3 MpritoXKeHwi - 1 - 3 pabounx AHs;
MPOEKTHI IPUKA30B C MPHIIOKCHUSIMH CIIPABOYHOTO XapakTepa - 3 - 5 pabounx JHEl;

MPOEKTHI MMPUKA30B C MPHIIOKECHUEM JIOKATEHBIX HOPMATUBHBIX AKTOB B 3aBUCHMOCTH OT WX 00beMa
(ae 6omee 50 crpanum) - 5 - 10 pabounx gHEH;

MPOEKTHl  JIOKAIGHBIX HOPMATHBHBIX aKTOB, YTBEPXKJIAEMBIX HEHNOCPEACTBEHHO MOJIHCHIO
pykoBomutens (He 6omee S0 cTpanmm) - 5 - 10 pabounx gHEH;

MPOCKTHI TPOTOKOJIOB 3acelaHuii (COBEIIAHHWI) TPH HEOOXOAMMOCTH WX COTJIACOBAHMS, B
3aBHUCHMOCTH OT 00beMa JOKyMeHTa - 1 - 3 pabouux THs.

Cpoku coriacoBaHHs MPOCKTOB JIOKYMEHTOB, HAMpPAaBSIEMBIX Ha BHEIIHEE COTJIAaCOBAaHHE HE
TOJDKHBI COCTABIATE Ootee 30 KaleHIapHBIX JTHEH.

B KOHKpeTHBIX cCilydasx B 3aBUCHMOCTU OT COAEP)KaHUS M Ha3HAUYCHHA JOKYMEHTa CpPOK
COTJIacOBaHMUsI MOXKET OBITh COKpAllleH WM YBEIWYEH I10 DPELICHHUI0 PYKOBOIUTENS, KypHUPYIOLIETO
HampaBJICHUE AESTEIbHOCTH, II0 KOTOPOMY TOTOBHUTCS IPOEKT PEILICHHUS.

4.7. Odopmnenne pesynpratoB cormacoBanusi JIHA u pacnopsauTenbHBIX JTOKYMEHTOB
OCYIIECTBIIACTCS B BHIE BH3, IPOCTABISEMBIX 3aWHTEPECOBAHHBIMH JIMIAMH Ha IIOCICAHEM JIUCTE
MPOEKTa JOKyMEHTa (Ha ero JIMIIEBOH MIIM 00OPOTHOW CTOPOHE) MIIM HA OTACIBHOM JICTE COTJIAaCOBAHMS,
SIBJISIIOIIEMCS HEOThEMJIEMON 4acThlo JOKyMeHTa. OTMETKH O COrJIacoBaHMHU (Ipud coriacoBaHHUs U
BH3BI) O()OPMIISIFOTCS B COOTBETCTBHH C ITyHKTaMu 2.45, 2.46 MHCTPYKIUH.

IIpu cormacoBaHMM [ENOBBIX (CIY)KEOHBIX) NMHCEM BH3bl IPOCTABIAIOTCS Ha KOMHMM MHHUCbMA
(BU30BOH OK3eMIUISIp), KOTOPBHIM IIOCi€ MOANHMCAHHWS IOUIMHHMKA MUCbMa M €ro perucrpanuu
MOMeIlaercss B Jej0, WiIK Ha 000poTe MOUIMHHUKA MHCbMa, €CJIM MHUChMO HAINpPAaBIISIETCS aJpecaTy Io
(akcy MM 3IEKTPOHHON MoYTe. DTOT K€ SK3EMIULIP MUChMa MOcie OTHPaBKU ajxpecary (o ¢akcy nwim
3JIEKTPOHHOW MOYTE B BUJIE AJIEKTPOHHOM KOIHH ) TIOMEIIAETCS B IEIO.

ITpoekTs! MPOTOKOJIOB BU3HPYIOTCS JIHMLAMHU, BBICTYNABIIUMH HA 3aCEJaHUU (COBELIAHUM) ITyTEM
IPOCTABIEHHUs] BU3bl HA JIEBOM IIOJIE JOKYMEHTA HAIpPOTUB 3alMCU BBICTYIUIEHHS COOTBETCTBYIOLIETO
paboTHUKA.



4.8. CormacoBaHue MPOEKTOB TOKYMEHTOB MOxeT ocymiecTBisThes B COJI. Tlocne 3aBepuieHus
MPOIEAYpPhl COrIacoBaHUsl (IPpU CO3JaHWM TOJJIMHHHMKA JIOKYMEHTa Ha OyMa)KHOM HOCHTENE) JIUCT
coriiacoBaHus pacredarbiBaercs n3 COJl, mpuKIagpIBacTCs K MPOCKTY JTIOKYMEHTA M MPEJCTABISCTCS Ha
MOJIITUCH PYKOBOAUTEIIO OpPTraHU3aIlui (MHOMY YIIOJTHOMOYEHHOMY UM JIMILY).

CornacoBaHue BHYTPEHHMX JOKYMEHTOB, CO3JaHHME, XPaHCHHWE M HCIOJIb30BAHUE KOTOPBIX
ocymiectBisiercs mocpenctsoM COJI, mpoogutcs B CO/I B 37IEKTPOHHOM BHUJIE.

[Ipu cornacoBaHuy NPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3IaHHBIX HA OyMa)KHOM HOCHTEIE, BU3bI
IIPOCTABJIAIOTCA HEMOCPEACTBEHHO HA NIPOEKTE NTOKYMEHTA.

4.9. HpI/I BHCIIHEM COIJIaCOBAaHHWHU, MMOJTYUYCHHOM MMHUCbMOM, WX COIJIACOBAaHHU ITPOCKTA JOKYMCHTA
KOJIJIETHaIbHBIM (COBEIIATENbHBIM) OpPraHOM C (DUKCAIlMeH PEIIeHUs O COIVIACOBAaHUHM B IPOTOKOJIE
3acelaHysl HCIOJMHUTENh OQOpPMIISieT Ha TPOEKTe JOKYMEHTa MM B JIUCTE€ COTJIaCOBaHUS TpHUP
COTJIACOBaHMUS B COOTBETCTBMM C MYHKTOM 2.45 mHCTpyKuuu. [lucema o corjacoBaHuM (BBIMCKA W3
MIPOTOKOJIA) IPUIIATAIOTCS K IPOEKTY JTOKYMEHTA.

4.10. B xoze coriacoBaHHs MPOEKTa JIOKYMEHTa paOOTHUK, COTJIACYIOMIMH JTOKYMEHT, PUHAMAET
OZIHO U3 CIEAYIOIINX PELICHHA:

corjiacoBaThb MNPOCKT JOKYMCHTA 0e3 3aMeanm71;
corjiacoBaThb MPOCKT JOKYMECHTA C 3aMCUAHUSAMU
OTKJIOHUTH IIPOCKT JOKYMEHTA,

yKa3aTh, YTO HE UMEET OTHOIICHUS K MPOCKTY JOKYMEHTa (PacCMOTpPEHHE BOIPOCA, 10 KOTOPOMY
MIPUHUMAETCS PellicHUE, He BXOANUT B 00A3aHHOCTH PabOTHHUKA).

Bozpaxkennss mo mpoekTy mpukaza (pacHmopsDKeHHs), BO3ZHUKAIONIME TIPH COTJIACOBAHWM,
M3TIAraloTCs B CIpaBKe, KOTOpast MPHJIAraeTcsi K MPoeKTy, win BHocuTcs B COJ1.

Ecnmu mpoekT mOoKyMeHTa COrjlacoBaH C 3aMEYaHUsMH, JTO O3HA4YaeT, YTO 3aMEeYaHUs HOCST
pPEeMaKIMOHHBIA XapakTep, W TIOCIe WX MPUHATHS HWCHOJHHUTENIEM IPOEKT He Tpebyer MOBTOPHOrO
COTJIACOBAHMSL.

HpOCKT AOKYMEHTA OTKJIOHACTCA JIMIIOM, COIVIaCYIOINUM JOKYMEHT, B ClIy4dasax:
HaJIN4Yus CyIICCTBCHHBIX 3aMEUYaHHuH I10 MPOCKTY NOKYMCHTA,
HEcorjiacus € IMMPOCKTOM JOKYMEHTA.

4.11. HecormacoBaHHBIA MPOEKT MOKyMEHTa TpeOyeT MopabOTKH MO BBICKA3aHHBIM 3aMEYaHFSIM,
nepeoopMIIEHHS ¥ TIOBTOPHOI'O COIJIAaCOBAHMSL.

4.12. Ecnu ipu 1opaboTKe MPOEKTa JOKYMEHTa UCTIONHHUTENb IPUHUMAET PElIeHnEe HE YIUTHIBATh
3aMedaHue (3aMeYaHws) JIUIA (JIUI), YIaCTBOBABIINX B COTJIACOBAHWUH, UCTIOJHUTEIEM T'OTOBUTCS PEECTpP
HEYUYTEHHBIX 3aMEUaHUl, KOTOPHI BMECT€ C IPOEKTOM JOKYMEHTa MPEACTaBISETCS PYKOBOIUTEIIO
OpTaHM3allid WM WHOMY VIIOJHOMOYEHHOMY UM JOJDKHOCTHOMY JIMILy, TOIIHUCHIBAIOIIEMY
(yTBepxkmaromemMy) IOKyMeHT. PeecTp HEYYTEHHBIX 3aMEYaHUN TIIOAMUCHIBAETCS PYKOBOJUTEIEM
CTPYKTYPHOTO TIOJJpa3/IeNeHUS-UCTIOTHATEIS.

4.13. Pemenue 0 TOM, NPUHMMATh WIM HE HPUHUMATh HEYYTEHHBIC 3aMEUaHUs NPHHUMAET
PYKOBOIUTENb.

B Cllydqa€ ¢CCJIM PYKOBOAUTCIb HNPHUHUMACT PCIICHUE O HCO6XOZ[I/IMOCTI/I YUYeCThb 3aMCHaHUs,
OTKJIOHCHHBIC MCIIOJIHUTCICM, HCIIOJIHHUTECIIb nopa6aTbIBaer MNPOCKT AOKYMCEHTAa B COOTBCTCTBUU C
BbICKa3aHHbIMU 3aMCYaHHUAMMU.



Ecnu PYKOBOOUTECIIL COrJIalia€TCca € MHCHUCM HWCIOJHUTCIA, OH IMMOAIMUCBIBACT (YTBCp)KIlaeT)
JOKYMCHT.

4.14. JoxyMeHThl, H3JaBaeMbleé OT HMEHU OpraHu3alluH, IOAMUCHIBAIOTCA PYKOBOJUTENIEM
OpraHu3allid WJIM WHBIMH  yIIOJHOMOYEHHBIMH UM JOJDKHOCTHBIMH  JIMIIAMH  (3aMECTUTENSIMH
PYKOBOAUTECIIA OpraHu3ali, PyKOBOAUTCIAMU CTPYKTYPHBIX HOﬂpaSﬂeﬂeHHﬁ, HUHBIMHU OOJIXKHOCTHBIMH
JJMIDaMu B COOTBE€TCTBHH C HX KOMHCTCHHI/IGI\/'I, onpez[ensleMoﬁ JOBCPCHHOCTAMH Ha BBINIOJIHECHUC
ONpEACIICHHBIX I[CﬁCTBI/IfI OT HMMCHH OpraHnv3alivd, BHYTPCHHHUMH HOPMAaTUBHBIMU JOKYMCHTaAMH
OpTaHM3alINN).

4.15. OTnenbHBIE BUIBI BHYTPEHHUX JOKYMEHTOB (CIy>KeOHBIE, OOBSCHUTENbHBIC 3aITICKH) HA UMS
PYKOBOJMTENS CTPYKTYPHOTO MOJApa3ZeieHUs] MOIMHUCHIBAIOTCS HMCIOIHUTENEM (COCTaBHUTEIIEM), €CIH
paspelnaemble Py 3TOM BOIIPOCHI HE BBIXOJAT 3a MPEAENbl €ro KOMIIETEHIINH.

4.16. JlokyMeHTHI, HallpaBisieMble B BBICIINE OpPTaHbl FOCYJapCTBEHHOW BIIACTH, HA UMS IEPBBIX
pykoBoamTenel  QenepaqbHBIX OPraHOB  HMCIIONHHUTENBFHOW  BJACTH, PYKOBOAMTENEH CyOBEKTOB
Poccuiickoit ®enepaiuu 1 3apyOeKHBIX TOCYIaPCTB, MOMUCHIBAIOTCS PYKOBOJNUTEIEM OPTaHU3alluN N
JIUIIOM, HCTIOJTHSIOIINM €ro 00sS3aHHOCTH.

4.17. JloKyMEHTHI, HalpaBiIseMble B TIOABEIOMCTBEHHbIE W CTOPOHHHWE OpTaHHU3aIluH,
MOJIUCHIBAIOTCA 3aMECTUTEISIMU  PYKOBOJIUTENSl OpPraHu3allid, WHBIMH JIOJDKHOCTHBIMHM  JIUIIAMU
OpraHMU3allMi B COOTBETCTBUHU C MPEJOCTABICHHBIMU UM MTOJTHOMOUMSIMU.

4.18. JlokyMeHT OANUCHIBACTCS IByMs WK O0JIee JTMLIaMU, €CIIU 3a COJIEPKaHUE IOKYMEHTa HECYT
OTBETCTBEHHOCTh ~ HECKONBKO  paOOTHUKOB  (HOKYMEHTBHI,  MOATOTOBJIEHHBIE  HECKOIBKHMH
Mo/Ipa3AeTICHUSIMY WM OpTaHU3aMsIMH, pa0odel TPyMIoil, KOMUCCHEH).

4.19. llommuceiBaeTcs, Kak TIPaBHIIO, OAWH OK3EMIUIIP MOKyMeHTa. COBMECTHBIM HOKYMEHT
TTOANKICHIBAETCS B KOJTMYECTBE, COOTBETCTBYIONIEM KOITMYECTBY OpraHU3aIlUiA, CO3IaBIINX JOKYMEHT.

[Ipn HampaBineHHWM TMUChMa WM BHYTPEHHETO0 WH(GOPMAIOHHO-CIIPABOYHOTO JIOKyMEHTa
HECKONBKUM ajpecataM (He Oosee dYeThIpex) IOANKCHIBACTCS KaKIBIA OTHPABIISEMBINH SK3eMIUISP
JIOKYMEHTA.

4.20. [lognmuce Ha JOKyMeHTE 0(pOpMIISIETCSI B COOTBETCTBHH C MMyHKTamu 2.47, 2.48 MHCTpyKIIUU.
4.21. YTBepxkIeHue TOKyMEHTa PON3BOIUTCS:

HEMOCPECTBEHHO PYKOBOJIWTEIIEM - MPOCTABIEHHEM COOCTBEHHOPYYHOH TMOMNUCH B TpHude
YTBEPXKICHUS;

MIPUKA30M OpTaHU3ALHH.

4.22. YTBepKAAIOTCS MpPaBUIIa, MMOJOKEHUS, HHCTPYKLUHU, PErJaMEHThl, HEKOTOPbIE BUIbI AKTOB,
IUIaHBI, TPOrPaMMbl M JAPYTHE AOKYMEHTHI, YCTaHABIMBAIOLIME HOPMbI W/HMIM pPAacCUMTAHHBIE Ha
JUTUTENbHOE IPUMEHEHHE .

Odopmienue rpuda yTBep>KIaeHUs IPOU3BOIUTCSA B COOTBETCTBUH C IIYHKTOM 2.41 HHCTPYKIHH.

4.23. HOILHI/ICB PYKOBOAUTCIIA OpraHu3aliiid HWJIKW HWHOIO0 YHINOJIHOMOYCHHOIO UM JIMIAa Ha
AOKYMCHTAX, Tp66y10nmx ocoboro YAOCTOBEPCHUA UX MOMAIIMHHOCTHU, d@ TAKIKC Ha KOIMMUAX TOKYMCHTOB U
BBIIIMCKAX U3 TOKYMCHTOB 3aBEPACTCA IEUATHIO (HpI/IJ'IO)KeHI/IC N 1)

[TeyaTr Ha JTOKyMEHTE MPOCTABIISIETCSI B COOTBETCTBUU € IIYHKTOM 2.49 HHCTPYKIIUH.
V. Opranuszanusi JOKyMeHT0000poTa

5.1. HOKYMCHTOO6OPOT BKJIIIOYAaCT BCHO ITOCJICAOBATCIIBHOCTD nepeMemeHHﬁ JAOKYMCHTOB, a4 TaK¥KC
onepanuu, COBCpHIACMBIC C JOKYMCHTAMHU B IIPOLCCCC HUX CO3MaHUA U HCHOJIHCHUA (HOJ'Iy‘-IeHI/Ie,



OTIIPaBKa, MPEABAPUTEIHLHOE PACCMOTPEHUE, PETUCTPALIHS, PACCMOTPEHUE PYKOBOAUTEIIEM ).

5.2. llenp opraHuM3zanyu JIOKYMEHTOOOOpOTa - OOECleYeHHE CBOEBPEMEHHOIO MPHHSITHUS
YIPABICHYECKUX PEIICHUN W WX HCIONHEHMs. 3ajada JOKyMEHTOOOOpOTa - OpPraHU30BaTh JIBHKCHUC
JIOKYMEHTOB 10 HAMMEHEE KOPOTKOMY ITyTH ¢ MUHUMAJIbHBIMH 3aTpaTaMH TPyAa U BPEMEHH, B YCIOBUSIX
AJIEKTPOHHOTO JOKYMEHTOOO0OpOTa - 00echeduTh AOCTYyNl K AOKyMeHTaM mnonb3oBatensiMm COJl B
COOTBETCTBHH C MPEIOCTABICHHBIMUA UM IIPaBaAMHU.

5.3. B ycnoBusax npumenenuss COJ] B opranv3alnuy HCIIONB3YIOTCS 3JEKTPOHHBIE JOKYMEHTHI, a
TaK)Xe 3JIEKTPOHHBIE KOMUHU JOKYMEHTOB, IMOJIYYEHHbIE B pe3y/ibTaTe CKaHUPOBAHHUS JOKYMEHTOB Ha
OymaxHOM HocuTene. JJOKyMeHTBl OopraHu3ali, UMEIOIIMe BpeMeHHbIe CpokH xpaHenus (1o 10 xer
BKITIOUUTENIFHO) MOTYT CO3/1aBaThCsl, XPAHUTHCA M HCIONB30BAThCA HCKIIOUUTEIBHO B  (QopMme
3JIEKTPOHHBIX JOKYMEHTOB.

HepequL JOKYMCHTOB, CO3J1aBa€MbIX, XPAHUMBIX H HCIIOJIbB3YEMbIX HUCKIIIOYUTCIBHO B q)opMe
QJICKTPOHHBIX JOKYMEHTOB, YTBCPKAACTCA PYKOBOAUTEIIEM OpraHu3alun.

5.4. Opranmzanusi JBDKEHUS JIOKYMEHTOB B YCIOBHAX DJJIEKTPOHHOTO JOKYMEHTO00OpOTa
OCYILIECTBIISIETCS B COOTBETCTBUU C PErilaMEHTUPOBAHHBIMU MapIIpyTaMHu, pa3padatbiBaeMbiMu Ciryx00i
JIEIONPON3BOICTBA. MapmipyThl IBHKEHUS OPTaHU3aIMOHHO-PACIIOPSIUTENBHBIX TOKYMEHTOB JOKHBI
OBITh ONTHMANBHBIMUA TIO 3aTpaTaM BpPEMEHH, HE IOJKHBI MIOMYCKAaTh IyONUPYIOMUX OIepanuid u
BO3BpaTHBIX JBMKCHUH, HE 00YCIOBICHHBIX JICIOBOM HEOOXOAUMOCTHIO.

5.5. Opranuzanms TOKyMEHTO000POTa OCHOBBIBAETCS Ha TIPUHIIHAIIAX
LIEHTpAJIM3aLMH Ollepalyil 0 IPUEMY U OTIIPABKE JOKYMEHTOB;

pacmpeneneHuss JIOKYMEHTOB Ha  JIOKyMEHTOINOTOKH, HMEIOIIUE OJMHAKOBBIH  MapipyT
(MapmpyTH3aIms J0KyMEHTOB);

OpTraHU3aINH MTPEIBAPUTEITHFHOTO PACCMOTPEHUS BXOISAIINX TOKYMCHTOB;
HCKJIIOYCHHUS BO3BPATHBIX ABM)KCHUH TOKYMEHTA, HE O0YCIIOBICHHBIX J€I0BOM HEOOX0IUMOCTHIO;
OTHOKPATHOCTH PEruCTpanny JOKYMEHTOB;

ycTpaHeHHsSI HEOOOCHOBAHHBIX COTJIACOBAHUH MPOEKTOB JOKYMEHTOB;

BPEMEHHOM periaMeHTallii ornepanuid 1mo o0paboTKe, pacCMOTPEHUI0 M  COTJIACOBAHUIO
JOKYMEHTOB.

5.6. B mokymeHTOOOOpOTE€ OpraHW3alW{  BBIACTSAIOTCS  JTOKYMEHTOIOTOKH:  BXOJSIINE
(mocrymaronye) ITOKYMEHTBI; HCXOAALIME (OTHpaBisieMble) AOKYMEHTHI, BHYTPEHHHE IOKYMEHTHL. B
COCTaBE BXOSLINX U UCXOSIINX JOKYMEHTOB BBIACIAIOTCS:

JOKYMEHTHI OpPIaHOB rOCYJapCTBEHHON BJIACTH, OPTaHOB MECTHOTO CaMOYIIPABIICHHUS;
JOKYMEHTHI (QUIINAJIOB U TEPPUTOPHATILHO 000COOIEHHBIX MOIpa3IeieHN;
JOKYMEHTBI M3 TOCYJapCTBEHHBIX U HErOCYAapPCTBEHHBIX OpraHU3aLnii;

3ampocsl  genyratoB ['ocymapcrtBenHoid Jymer u uneHoB Copera ®Penepanuu, JemyTaToB
3aKOHOZATENBHBIX OPraHoB cyObekToB Poccuiickoit denepaiun 1 OpraHoB MECTHOTO CAMOYIIPABIICHUS;

06pameHI/1$[ rpaxKaaH;

JOKYMEHTBI M3 MPABUTEIBCTBEHHBIX W HENPAaBUTEILCTBEHHBIX OpraHU3aluil 3apyO0eXHbBIX CTPaH U
JpyTue TPyl JOKYMEHTOB.

5.7. HOCTaBKa " OTIIpaBKa JOKYMCHTOB B OpraHU3alliU OCYIICCTBJIAKOTCA CpCACTBAMU IIOYTOBOM



CBs13U, (ENbIBErePCKON U KYpPhepPCKOW CBSI3M, HAPOYHBIMH H PA3UYHBIMA BHAAMH 3JIEKTPOCBSI3H
(pakcumunpHas, TenerpadHas, TemehoHHas, 3JACKTPOHHAS IMOYTa, CHCTEMAa MEKBEIOMCTBEHHOTO
ANIEKTPOHHOTO JIokyMeHTooOopota (MBJ10) <12>, CO[I).

<12> JIns rocyiapcTBEHHBIX opraHu3anuii - yuactHuko MO/10.

5.8. B opranmsanuio J0CTaBisI€TCS KOPPECIIOHAEHIUS B BHJAE IHUCEM, IOYTOBBIX KapTOUeK,
OaHzeponell ¥ MakeTroB, MEYaTHBIX M3JaHWH, TeJerpamm, (axcorpamM, Tene(oHOrpamm, 3IEKTPOHHBIX
JOKYMEHTOB U 3JIEKTPOHHBIX KOMUH JOKYMEHTOB.

5.9. Ilpuem nokymeHTOB ocyiiecTrisiercs Ciry:k0oi JAemonpon3BoaCcTBa. JJOKYMEHTHI, MOTydYeHHBIC
paboTHUKaMH OT JpPYruX OpraHu3alyid, Takke mepenaiotcs B CiyxOy JeTOnpou3BOACTBA JUIS
peTUCTpanyy 1/ UK y4eTa.

5.10. Bce mocTynmuBIIME B OpraHM3allMIO0 JOKYMEHTHl MOAJIEKAT TEepBUYHON 00paboTke,
BKJIFOYAIOUICH :

MIPOBEPKY MPABUIILHOCTH JJOCTABKU JOKYMEHTOB;
MIPOBEPKY IEITOCTHOCTH YIIAKOBKH (KOHBEPTOB, TTAKETOB);

BCKpBITHE YIAKOBKM (32 MCKIIOYEHHEM KOHBEPTOB, MakeToB ¢ momerkod "JlmuHo" m rpadamu
OTpaHWYEHHS JOCTYNA K JOKYMEHTY);

MPOBEPKY HETOCTHOCTH BXOAANIUX JOKYMCHTOB, BKIIIOYas IPUITOXKCHU A,
YHUUYTOXKCHHUE KOHBEPTOB, ITAKETOB NUJIN YIIAKOBKHU,
IIPOCTABJICHUE OTMETKHU O IMOCTYINICHUU JOKYMEHTA B OpraHU3alunIo.

5.11. Ommb09HO MOCTaBIICHHBIC HOKYMEHTHI TIEPECHUTAIOTCS 10 Ha3HAYCHHIO MJTH BO3BPAIIAIOTCS
oTIpaBuTeNto. JIOKyMeHThI, TOCTYITUBIIHE B MOBPEXKIEHHON YITAKOBKE, TPOBEPSAIOTCS HA IIEITOCTHOCTH, B
TOM YHCIIC Ha HATHYNE MEXaHUYECKUX TTOBPEKICHHM.

[TouToBBIe oTmpaBieHNUs, HECTAHAAPTHBIE TIO BeCy, pa3Mmepy, (opme, MMEIOIIHe HEPOBHOCTH II0
0OKaM, 3aKJICEHHBIC JIMIIKOW JICHTOH, MMEIOIINE CTPAHHBIA 3amaX, IBET, MPEANOI0KUTEIHPHO MMCIOIINE
BIIOXKEHMsI, HE XapakTepHble UII TIOYTOBBIX OTIpaBJIEHUI, He BCKpbBatoTca. O MoOmydeHHH
MTOJIO3PUTENHHOTO TIOYTOBOTO OTIIPABIICHUS JOKIIAABIBAETCS PYKOBOAUTEIIO OOIIEro oTena

5.12. Ilpy moCTymIeHMH BXOISLIErO TOKYMEHTa B MOBPEKICHHOW YIAKOBKE, MNOBPEXKICHUU
JOKYMEHTa, TIPH OTCYTCTBUHU B KOHBEpTE (IIaKeTe) AOKYMEHTa, €ro YacTH WM NPUWIOKEHHH K HeMy, a
TaKKe NMPH OTCYTCTBUM IMOINHMCH Ha BXOASAIIEM JOKYMEHTE COCTABILSIETCS AKT B JBYX JK3EMIUIIpax Ha
OyMaKHOM HOCHUTeNe, MOANUChIBaeMbli ABYMsI paboTHHKaMu Ciry:kObI 1e0mpOn3BOACTBA.

Onmun OK3EMINIAP aKTa BMECTC C BXOIAIIMM IOOKYMEHTOM M €ro IMpPUIIOKCHHUAMU IIEPEAACTCA Ha
npeaABApPUTEIILEHOC PACCMOTPCHUC U PETUCTPALHIO, BTOpOﬁ 9K3EMIIIAIP aKTa BbICBUIACTCA OTIIPABUTEIIIO.

5.13. KOHBepTBI, MaKEThl NJIK YIIAKOBKA COXPAHANOTCA U MPUJIATratOTCAd K BXOIAIINM NOKYMEHTAM B
Clly4dasX:

€CJIK TOJIBKO 110 HUM MOKHO YCTAHOBUTH OTIIPABUTECIA UJIN AATy OTIIPABJICHUS,

€CJIn BXO}_'[SIH_II/Iﬁ JOKYMCHT MOCTYIIUII MO3KE YKA3aHHOI'O0 B TCKCTC JOKYMCHTA CPOKa HMCIIOJIHCHUSA
HJIN AaTbl MCPOIIPUATHUA,

npu 00IBIIOM PaACXOXKACHUN MEKAY AaTaMU IMOANNCAaHUS U MMOJYYCHUA JOKYMCHTOB.

ITocie 3aBCPIICHUSA pa6OTLI C JOKYMCHTOM KOHBEPT BMECTC C HNOKYMCHTOM IIOMCHIACTCA Ha



XpaHCHHUE B ICTI0.

5.14. KouBepTsl (makersl), uMeromue OTMerky "JInuHo" TpuQBl OrpaHHMYEHHs [OCTyma K
JOKyMEHTaM, COZIEPKAIIUM CBEICHHs KOH(QHICHIINAIbHOTO XapaKTepa, He BCKPBIBAIOTCS U IIEPeIatoTCs:

¢ orMeTko# "JIngHO" - HEMOCPENCTBEHHO aipecary;

c rpudamu OrpaHMYEHHUs] JOCTyma - B CHykOy KOH(UAECHIMAIBLHOTO AETONPOU3BOACTBA HIIH
pabotauKy Ciy:xObl JIETONMPOU3BOJCTBA, B O0S3aHHOCTH KOTOPOr'0 BXOIUT 00pabOTKa JIOKYMEHTOB,
COZIepIKAIIMX CBEJCHHS KOH(DHUICHIIMATBHOIO XapaKTepa.

5.15. Bxopsmue »JIeKTpOHHBIE JOKYMEHTBHI, IIOCTYMUBIINE OT JpYrHMX OpraHM3aluid IO
ANEKTPOHHOMN nouTe, mocpencrBoM CIJ] n/umm MO0 npunumatotcst Ciyk00i JeI0nponu3BOICTBA.

DNeKTpOHHBIE TOKYMEHTBI, OCTYIHBIIHE [0 WH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHBIM KaHajIaMm
W TOJMCAaHHBIE YCHIICHHOW KBaIH(UIMPOBAHHON MOANMHUCHIO, BKItodatoTcss B COJI mocie mpoBepku
JJIEKTPOHHOW TIOAMMCH M TIOATBEPXKIEHUS €€ JeHCTBUTENbHOCTH <13>; 3JeKTpOHHBIE JOKYMEHTHI,
MOCTYNMBIIKME OT JPYrHX OpTaHM3alWi 10 DJEKTPOHHOM TOYT€ U TOANHMCAHHBIE YCHUJIEHHOU
HEeKBaIM(UITMPOBAHHOMN MOAMUCHIO WM TPOCTON 3JIEKTPOHHON TOAIMCHIO, MIPOXOAT MPEABApUTEIBHOE
paccmoTpenue u Biimouaiorcss B COJl mpm Hanmmuum MeXIy OpraHHM3alleld-OTIIpaBUTENEM U
OpTaHM3alMEeN-TIONyJaTeNneM COoryameHns 00 OOMeHe 3JEKTPOHHBIMH JOKYMEHTAaMH, MOJNHUCAHHBIMH
COOTBETCTBYIOIIEN TOJIMUCHIO.

<13> HaauBuayanbHOW WHCTPYKITMEH 10 AEIOMPOU3BOJACTBY MOXKET OBITH IIPEeIycMOTpeHa
pacriedaTka JOKYMEHTOB, ITOCTYIUBIIUX B (opMe DSJIEKTPOHHBIX JOKYMEHTOB, C TIOCIEHYIOIICH
opranuzanueil paboThl ¢ HUMH KaK C TOKyMEHTaMH Ha OyMa)KHOM HOCHTEIIE.

5.16. TlepBuunasi 0OpaOOTKa 3JIEKTPOHHBIX JIOKYMEHTOB, IONYYEHHBIX MO HH()OPMAIMOHHO-
TEICKOMMYHUKAIIMOHHBIM KaHajgaM CBs3HM (3JeKTpoHHas mouta, MOJ1O, caiiT opranm3aiuu) oT Ipyrux
OpraHu3aIui ¥ Tpak/iaH, T0JKHA COOTBETCTBOBATH TEXHOJIOTUU Pa0OTHI ¢ BXOAAIIMMH JIOKYMEHTAMH.

5.17. IlepBuunas o6paboTKa JOKYMEHTOB 3aBEpIIAETCSd MX paclpenereHneM (COPTHPOBKOM) Ha
perucTprpyemMbie U HeperucTpupyembie (mpunoxerne N 2) <14>,

<14> K nmoxymeHTaMm, HE MOISKAIIAM PETHCTPAIFH, OTHOCATCS JOKYMEHTBHI, HE TpeOylomme
WCIIOJTHEHUA 1 He cojieprKaIiue HHGOPMAIIH, UCTIONb3YyEeMON B CITPAaBOYHBIX IIEJISX.

5.18. Perucrparnus BXOAAIMX JOKYMEHTOB OCYIIECTBIIAECTCS HE3aBUCHMO OT CIIoc0o0a WX JOCTaBKU
omuH pa3: B Ciyx0e Ienonpou3BOACTBA WM B CTPYKTYPHOM IIOAPA3ACICHUH OpraHU3alud B
COOTBETCTBHH C YCTAHOBJICHHOW (POPMOI OpraHU3aIiy JeOMpPOU3BOCTBa <15>.

<15> B wuHOUBHAyaJbHOW MHCTPYKIMHM 110 JIEJIONPOM3BOJACTBY YCTAHABIMBACTCS MECTO
perucTpanny BXOISIINX JOKYMEHTOB (LEHTpaan30BaHHO - B Ciyx0e aenonponsBoactsa uin B CinyxOe
JeTIONPOU3BOACTBA U CTPYKTYPHBIX MHOApa3AeNeHusx), a Take crmocod peructpanuu (B COM nmm B
PErUCTPaLMOHHO-YIETHBIX (opMax Ha OyMa>kHOM HOCHTEIIE).

JIOKYMEHTBI, IIOCTYNAKOIIKME W3 JPYrMX OPraHU3alUdi HEINOCPEACTBEHHO B  CTPYKTYPHBIE
MoApasJeNeHns, HO TpeOylolue pacCMOTPEHHs] PYKOBOACTBA, IEPEAAIOTCS Uil PErucTpaluud |
MpeABAPUTENBLHOrO paccMoTperns B Ciryx0y 1e10npon3BOACTBA.

5.19. Perucrpanus BXOJSIIMX JOKYMEHTOB OCYIIECTBIIAETCS B J€Hb MX IOCTYIJICHUS MWJIM Ha
CIIEAYIOIMI pabounil JIeHb MpU MOCTYIJICHUM AOKYMEHTOB B KOHIIE padodero JHS WM B Hepabouee
BpeMsL.



Peructpanust oOpameHuid TpakaaH OCYIIECTBISIETCSs B TEUYEHHE Tpex IHEH ¢ MOMEHTa
MoCTyIuIeHus! oOpamenus <16>.

<16> denepanbhbiii 3akoH oT 2 Mas 2006 r. N 59-®3 "O nopsiike paccMOTpeHus oOpalieHui
rpaxaaH B Poccutickoit ®denepanun" (Cobpanue 3akoHomaTenbcTBa Poccuiickoit @enepanuu, 2006, N
19, ct. 2060; 2010, N 27, ct. 3410; N 31, ct. 4196; 2012, N 31, ct. 4470; 2013, N 19, cr. 2307; N 27, cT.
3474; 2014, N 48, c1. 6638; 2015, N 45, ct. 6206; 2017, N 49, ct. 7327).

5.20. CsenmeHust O TMOCTYNHUBIIEM JOKYMEHTE BHOCATCS B JJIEKTPOHHYIO PErHCTPALMOHHYIO
kaptouky (OPK) CO/l unu perucrpannoHHO-y4eTHYIO (hopMy Ha OyMa)KHOM HOCHUTEINE, a IIOCTYIUBLIEMY
JOKYMEHTY TIPUCBAMBAETCSl PETHCTPAIIMOHHBIA HOMED.

PerucrpanyoHHblii HOMEp BXOJSIIETO JOKYMEHTa COCTOMT M3 MOPSAKOBOIO HOMEpa JOKYMEHTa B
Mpeienax KaJeHIJapHOTO T0/1a, KOTOPBI MOXKET ObITh JTOMOJTHEH IU(PPOBBIMH WM OyKBEHHO-IIU(POBBIMU
KoJaMH (MHJIEKCaMH) 110 UCIONB3YeMbIM KiaccupukaTopam <17>.

<17> Crpykrypa pErucTpalilOHHOTO HOMEpa BXOMSIIEr0 JOKYMEHTa  OIpEAessIeTcs
WHJIMBHTyaJIbHOM MHCTPYKLHEHN 10 IEIONPOU3BOICTBY OpraHU3aLNH.

5.21. Ha Bcex 3aperucTpupoBaHHBIX JOKYMEHTAaX, 32 HCKIIOYEHHEM JIOKyMEHTOB, MTOCTYITMBIIUX B
(hopme 3IEeKTPOHHBIX JTOKYMEHTOB, ITPOCTABIISIIOTCA OTMETKU O TIOCTYIUIEHUH JOKYMEHTAa B OPTaHHU3AIIHIO.
B orMerke o mocTymiieHMH TOKyMeHTa (PUKCHPYIOTCS AaTa MOCTYIUIeHHS (TP HEOOXOJUMOCTH - BpeMs
[OCTYIUIEHUSI B 4acaxX U MUHYTax) U BXOASIIUN pEruCTPallMOHHBIH HOMEP TOKYMEHTa B COOTBETCTBUM C
ITYHKTOM 2.36 WHCTPYKITHH.

5.22. JIoKyMEeHTBI, MOCTYIHBIIUE Ha OYMa)KHOM HOCHTENE, CKAaHHPYIOTCS, DIIEKTPOHHAs KOS
nmokyMmeHTa Briodaercs B COJ] u mpucoemunsiercs k OPK mokymenTa.

5.23. KoppecnoHaeHIMs Ha HWHOCTPAHHBIX S3bIKaX, aJpECOBaHHAs PYKOBOICTBY OpTaHM3AIIWH,
mocye peructpanu B Ciyx0e Iernonpon3BOICTBA MEPEeNaeTcsl B COOTBETCTBYIOIIEE ITOApa3e/ieHIue UITH
PpabOTHHKY OpTaHHW3AINY IS TIEpEeBO/a ¥ IMOCIEAYIOIIeH mepeaadn Ha pacCMOTpeHne pykoBoacTBa. MHas
KOPPECTIOHACHIINS Ha WHOCTPAHHBIX S3bIKaX TIepelaeTcss 110 Ha3HAYeHHWIO HEIMOCPEICTBEHHO B
CTPYKTYpPHBIE TTOApa3 e eHusI.

5.24. IlpenapuTenbHOE PACCMOTPEHHME IPOBOAUTCS B LENAX PACIpPEleleHUs IOCTYMAIOLMX B
OpraHU3alMIoO JOKyMEHTOB Ha TpeOyromye 00s13aTebHOI0 PACCMOTPEHUS PYKOBOACTBOM OPTaHU3aLUH U
HampaBiIsieMble HEOCPEACTBEHHO B CTPYKTYPHBIE IIOAPA3ACICHUSL.

5.25. IlpenBaputenbHOe paccCMOTPEHHE BXOMANIMX IOKYMEHTOB ocymecTBisgercs B Cmyxoe
JeTIONPOU3BOACTBA IIOCIIE PETUCTPALIUN TOKYMEHTOB.

[IpenBaputenbHOe paccMOTPEHHE MOXET MPOBOJUTHCS A0 PETUCTPAlMK B CIIydae IMOCTYIUICHHS
JOKYMEHTOB C OTMETKaMH, TPEOYIOLUIMMHU HE3aMEAIUTEIbHOT0 PACCMOTPEHHS U UCIIOJHEHUS IOKYMEHTA.

5.26. llpenBapuTensHOMY PacCMOTPEHHIO TOMJIEKAT BXOISIINE TOKYMEHTHI, aJ[pecCOBAHHBIE B
OpTaHM3AIHIO U Ha UMS €€ PYKOBOJUTEIIS.

JlOKyMEeHTBI, afipecoBaHHBIE IOAPA3AEICHUSIM, PYKOBOAUTENISAM MOAPA3ACICHUN U CIeHaIICTaM,
NepenaoTcs B CTPYKTYPHBIE MMOIpa3iesieHus 0e3 MpeaBapuTeIbHOr0 pacCMOTpeHHs <18>.

<18> CocTaB JOKyMEHTOB, MOIJISKAIIMX IPEIBAPUTEIHHOMY pPACCMOTPEHHMIO B OpraHM3alluy,
MOXeET ObITh KOHKPETU3UPOBAH B MHANBUAYaJIbHONH HHCTPYKIUH 110 JETIONPOU3BOJCTBY.
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5.27. IlpenBapuUTeabHOE pPACCMOTPEHUE OCYIIECTBISIETCS HCXOMs U3 OLCHKU COJCp>KaHUS
BXOJISIIIIUX JIOKYMEHTOB, C YU4E€TOM YCTaHOBJICHHOIO B OpTaHM3allMH pachpeeiicHUus (yHKIIMOHATBHBIX
0053aHHOCTEH MKy pPYKOBOJUTEIEM OpPTaHM3allMM, €ro 3aMECTHTCISAMH, PYKOBOJIUTEISIMU
CTPYKTYPHBIX TIOJPA3ACICHUMN.

5.28. Ilo pe3ynapraTaM IpeABAPUTENBHOIO PACCMOTPEHUS JOKYMEHTBl pAacCIpENeNsloTCs Ha
JOKYMEHTOIMOTOKH, HallpaBligieMble:

Ha paccMOTpEHHE pPYKOBOIUTENS OpraHU3alUM (JOKYMEHTHI, IOCTYMalollue W3 OpraHoB
TOCYAapCTBEHHOH BJACTH, OPraHOB MECTHOT'O CaMOYIIPaBIIEHHUS, JOKYMEHTHI 1O Hamboiee Ba)KHBIM M
MIPUHIMITHATBHBIM BOIIPOCAM JIESITEIHLHOCTH OpTraHU3alNN);

Ha pPacCMOTPEHHE 3aMECTUTENIed PYKOBOJAUTENS (JOKYMEHTHI IO HAMPABICHUSM JESITEIBLHOCTH,
KYPHUPYEMBIX COOTBETCTBYIOIINMHU 3aMECTHTEIISIMHU );

Ha paCCMOTPEHNEC UHBIX pyKOBOI[PITCJ'ICﬁ, TJIaBHBIX U BEAYHINX CIICIHUAJIMCTOB,

Ha pacCMOTPEHUME U MWCIOJIHEHHE B CTPYKTYpHBIE IIOAPA3JEICHUS 110 HAIPaBICHUSIM HUX
JIESTEIBHOCTH.

5.29. Tlo 3aBepuiCHMHM NPEABAPUTEILHOTO  PACCMOTPEHHMS  JOKYMEHTBI  IEpPEAaroTCs
COOTBETCTBYIOIIIMM PYKOBOAMTEISIM JIJII PACCMOTPEHHUS W BBIHECCHMs PE30NIONMKA (yKa3aHUH 110
HCTIOTHEHHUIO ).

5.30. PaccMoTpeHue JOKYMEHTOB PYKOBOJIUTENEM OCYIIECTBIISICTCS B JISHb Tepelladud JIOKYMEHTOB
PYKOBOAMTENIO WJIM HA CIACAYIOIIWN paOOodYuii IeHb, €CIM JOKYMEHTBI IepelaHbl PYKOBOJACTBY B KOHIIC
pabouero gHs.

JlokymeHThI, TpeOyromme CPpOYHOrO0 PACCMOTPEHHS, a TakKe TelerpaMMbl U Tere(oHOrpaMMBbl
paccMaTpUBaIOTCS PyKOBOAUTENEM He3aMeITUTENbHO.

5.31. Pe3ynbraThl paccMOTPEHUSI JJOKYMEHTAa PYKOBOJIUTEIEM OpraHHU3alliHd, €ro 3aMEeCTHTENSIMH,
PYKOBOIUTEISAMH TIONPA3ICIICHUH O0hOPMIISIOTCS B BHAC PE3OJIONMMH B COOTBETCTBHHM C ITyHKTOM 2.43
WHCTPYKIUH.

5.32. Csemenmst 0 pe3onmonuu (UCIONHUTENb, COAEpP)KaHHE MOPYYEHHS, CPOK HWCIOITHEHHS)
cnenuanuctoM Ciyx0b!I nenonpon3BoacTBa BHocaTcs B DPK CO/l, mocne 4ero uCroaHUTENHN MOTyJIaroT
JOCTYII K 3JEKTPOHHOMY JOKYMEHTY WM 3JICKTPOHHOM KOIHMHU JOKYMEHTA, €CIIH JTOKYMEHT ITOCTYIIHI Ha
OyMa)kHOM HOCHTEJIE.

5.33. JlokyMeHTBI, TIOCTYTAOIMe Ha OYMa)kKHOM HOCHTEIE, TIOCIE UX PETUCTPAIIUH, BKIIOUCHHS B
C3/1 B BHAE 3IEKTPOHHBIX KOIMHUA U PAacCMOTPEHHSI PYKOBOACTBOM IMEPENAIOTCA B COOTBETCTBYIOLIUE
CTPYKTYPHBIE MOApa3eieHus] HA HCIONHEHNE WM IoMenarorces B 1eno B Ciyx0e nenonpou3BoACTBa B
COOTBETCTBUHU C HOMEHKJIATYPOU J1e1 OpraHU3aLUH.

Hns ¢ukcanuu ¢dakra mepegayd BXOMAIIUMX JOKYMEHTOB M MX KONHUN Ha OyMa)XHOM HOCHUTENE
UCTIOJIHUTESIM B CTPYKTYPHBIEC IOAPA3/AEIEHUS] MOTYT HCIONb30BaThCS JKypHAIIBI (PEECTphl) Mepeaayu
JOKYMEHTOB.

5.34. llpm OyMaXHOM JOKYMEHTOOOOPOTE TMOJJIMHHUKH BXOIIIIMX JOKYMEHTOB, B CiIydyae
HA3HAYEHMs HECKOJNBKHMX HCIIOJIHUTENEH MEepeAaloTcsl OTBETCTBEHHOMY HCIIONHUTENIO, OCTaJIbHBIM
ucnonautesiM Ciyx0a 1enonpor3BOACTBA MEpeiaeT KOMUU JOKYMEHTA.

5.35. I/ICXO}_UIH.II/IC AOKYMCHTBI, 3aBU3HWPOBAHHBIC BCEMU 3aUHTCPCCOBAHHBIMU JIMIIAMH U
MNOAMNMMUCAHHBIC PYKOBOAUTCICM HJIM WHBIM YIOJHOMOYCHHBIM MM JIMIIOM, PCTUCTPHUPYIOTCSA B CJ'IY)K6C
ACITONMPON3BOACTBA OpTraHU3alH.

5.36. PCFI/ICTpaI_H/IH HUCXOOAIINX JOKYMCHTOB OCYIICCTBJIACTCA B JACHb HNOAINUCAHUSA WM HaA
CJ'IC}_IYIOH_II/Iﬁ pa60q1/1ﬁ ACHDb, €CJIN JOKYMCHTLIL ObLIH oA CaHbl B KOHIIC pa6oqero JHA WX B Hepa60qee



BpeMsL.

5.37. Ilepen peructpanueil ucxomsimux IokyMeHTOB Ciyx0a Aelompou3BOJACTBA ITPOBEPSIET
MPaBUIBHOCT OPOPMIICHUSI JOKYMEHTOB (B TOM 4YHCIE HalIW4Me TMOMNKMCEH, BH3, NPaBHUILHOCTD
HaNMCaHUs aJpecoB), a TaKXKe YKa3aHHBIX B HCXONIIIMX JOKYMEHTaxX MpPUIOKEHHH, COOTBETCTBHE
KOJIMYECTBA HK3EMIUIIPOB KOIMUYECTBY aJPECaTOB IO YKAa3aTeN0 PACChUIKHM, HaJIU4Yhe OTMETKH 00
UCTIOJHUTENE.

5.38. Ilpu peructpanuu ucxoxasmiero nuckMa B COJ] cBemeHHs 00 OTIPABIIIEMOM JOKYMCHTE
¢ukcupyrorcs B OPK, k KOoTOpoii mpuKperisercs 31eKTPOHHAs KOITUS OTIPABIIAEMOro JJOKYMEHTA.

Ecmu OPK Obma cozgana B COJ] mpu moAroToBKe MpOEKTa JOKYMEHTa, TO MPHU PETHCTPalH
HCXOJIAIIEro JOKYMEHTa B Hee JOOaBIISIOTCS CBEICHHS O PETUCTPAIIMOHHOM HOMEpe, aTe PETUCTPAINU 1
Jpyrue CBeleHNsl 00 UCXOAAIIEM JOKYMEHTE.

5.39. PeructpaniioOHHBIA HOMEP UCXOSIIET0 JOKYMEHTA JOJDKEH COCTOSITh U3 KOJOB (MHICKCOB) B
COOTBETCTBHU C IPUMEHSAEMBIMU KIacCH(PUKATOPaMU W TOPSIAKOBOTO HOMEpa JOKYMEHTa B Tpeaenax
KaJICHJAPHOTO TO/1a.

[aTa perucrpanuu U perucTpalMOHHBIA HOMEP IPOCTABIISIOTCS HA OTIPABIISIEMOM JOKYMEHTE, a
TaKXKe Ha KOMHMH MCXOASAIIEr0 JOKYMEHTa, OCTAIOMIECHCS B Jielie, B COOTBETCTBUH ¢ ITyHKTamu 2.35, 2.36
WHCTPYKLIMH.

5.40. MHcxomsammii MTOKYMEHT, TIOANMHCAHHBIA PYKOBOAWUTEIEM OpTaHW3AlMd WIA WHBIM
YIIOJTHOMOYEHHBIM UM JIOJHDKHOCTHBIM JIUIIOM, TIepEeNaeTcs Ha OTIPaBKy, KOMHUS TOKyMEHTa Ha OyMaKHOM
HOCHUTEJIE C BU3aMHU ITOMEIIAETCS B JIENO B COOTBETCTBUU C HOMEHKJIATYpOUl Jel.

DNeKTpOHHBIE TOKYMEHTBI MOCIIE WX TOMIHCAHUS 3JICKTPOHHOM MOMMUCHI0O W OTIPABKH aJipecary
xpansaTcs B 6a3e manaerx CO/1.

5.41. B 3aBHCHMOCTH OT COJCPKaHUS U CPOYHOCTH JOKYMEHTHI, OTIIPABIISIEMbIC U3 OpTaHU3aIlHH,
JOCTABIISIIOTCS  aJpecaTtaM CpeJCTBAMHU TIOYTOBOW, (DENbABErepcKoil CBSI3HM, CHEICBA3H, KYpbepoM,
AKCIIPECC-TIOYTON, a TakXKe TMepenaroTcs M0 KaHajaM JJIEKTPOCBs3H ((akcHUMHIbHAS CBS3b, Teierpad,
TenedoH, dneKkTpoHHas moura, M2OJ10, CO/T).

O06paboTKa KOPPECTIOHICHIIUH AJIsI OTIIPABKH IIOYTOBOM CBS3bIO OCYILECTBISICTCS] B COOTBETCTBUU C
[IpaBuiamMu oka3aHuUs yCIyT MOYTOBOM CBsI3U <19>.

<19> [lpuka3 MuHHCTEPCTBA CBA3M M MAacCOBBIX KOMMyHHUKanuil Poccuiickoit ®eneparun ot 31
utonst 2014 . N 234 "O06 yrBepxaennn [IpaBun okasaHHus yciayTr MOYTOBOHM CBSI3U" (3apETHCTPUPOBAH B
Munncrepcrse toctuiiuu Poccuiickoit @enepanun 26 nexkadps 2014 r., peructpammonusiii N 35442), c
HM3MEHEHUSIMU, BHECEHHBIMHU IIPUKa30M MUHHCTEpCTBA CBA3M U MacCOBBIX KOMMYHHUKalui Poccuiickoi
Oenepanuu ot 13 depans 2018 r. N 61 "O BHeceHnn W3MeHEHHWI B mpuka3 MUHHCTEPCTBA CBSI3U U
MaccoBbIX KommyHHKanuii Poccmiickoit @eneparu ot 31 wmroms 2014 1. N 234 "OO6 yTBepkaeHHH
[IpaBuir oka3aHHs yCIyT MOYTOBOM CBsI3U" (3aperucTpupoBaH B MUHHCTEPCTBE FOCTUIMH Poccuiickoit
Oenepanuu 28 mapta 2018 r., perucrparmonssiii N 50545).

5.42. ]JloKyMEHTbI, HE HMEWIIWE AaJPEeCHOM YacTh, NPUHUMAIOTCS Ha OTIPaBKy C
CONPOBOAMTENBHBIMH NHUCbMaMH (32 HCKIIOYEHHEM KONUH  pacIOpsAMTENbHBIX JOKYMEHTOB,
HaNpaBIAeMbIX B IOABEJOMCTBEHHBIE OPraHU3ALUN).

HeraBI/IHBHO 0(1)0pMJ'ICHHLIe JOKYMCHTBI MW KOPPCECHOHACHI A HCCJ'Iy)K€6HOFO XapakTepa K
OTIIPABKE HE MPUHUMAIOTCA U BO3BPAIIAIOTCA UCITIOJIHUTEIIHO.

ILOKYMCHTBI, nomjieiKamue OTHPAaBKE, MOJIKHBI 06pa6aTBIBaTBC$I U OTHPABIATBCA B HACHb HX
noAnruCaHus U perucTpanvm Ujin Ha CJ'IG,HYIOH_II/Iﬁ pa60q1/1171 JCHb.
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5.43. JlochUIKa MM 3aMEHA paHee OTIPABICHHOTO JOKYMEHTA OCYILECTBIISICTCS 110 YKa3aHUIO JIHIIA,
MOJIIMCABIIIETO TOKYMEHT.

5.44. TlpoxokaeHue BHYTPEHHUX JAOKYMEHTOB Ha dTalax WX IMOATOTOBKH M O(OpMIICHUS TOIKHO
COOTBETCTBOBATh IPOXOXKJIECHUIO HCXONAIIUX JOKYMEHTOB, a Ha JTalle HUCIONHEHUS - BXOIALIUX
JIOKYMEHTOB.

5.45. IIpoeKTsl pacnopsiAUTENbHBIX JOKYMEHTOB (TPUKa30B, PacHOpsKEHHI), MOATOTOBIEHHBIX
JUIsL TIOAIMCAHHUs, T0CIE MOATOTOBKA M COIJIACOBAHMS C 3aMHTEPECOBAHHBIMM JIMLIIAMH IEPEAAIOTCS B
CayxOy 1enonpon3BOCTBa AJIsl IPOBEPKHU MPABHIBHOCTH UX OOPMIICHUSI.

5.46. [IpaBuiisHO 0(hOpMIICHHBIE PUKA3bI, PACIIOPSDKEHUS MEPEIAIOTCS Ha MOANUCH PYKOBOIUTEIIO
OpraHM3alMy WK HHOMY YIIOJTHOMOYEHHOMY UM JIUILY.

5.47. IlognucaHHbIe MPHUKa3bl, PACMOPSIKEHUS MO OCHOBHOW JEATENbHOCTH PErHCTPUPYIOTCS B
Cnyx0e nenonpousBozcTea <20>,

<20> IloaroroBka MPHKa30B MO JHUYHOMY COCTaBy K TIOAIHCAHUIO PYKOBOAWTEIEM U HUX
perucTpanus OCyIEeCTBIIIOTCA OAPA3AEIEHUEM T10 YIIPABICHUIO IEPCOHAIIOM.

[Ipukazam, pacropsKeHHUSIM 110 OCHOBHOM JEATENbHOCTH MIPHCBANBAIOTCA MOPAIKOBBIE HOMepa (110
KaXIOH Tpymnme IOKYMEHTOB OTAEIbHO) B IMpefenax KajleHaapHoro rona. llopsaxoBsiii HoMmep
JNOKYMEHTa MOXKET JOMOJHATHCS OYKBEHHBIM WJIHM HUGPOBBIM  HMHJIEKCOM, 0003HAYAIONIIUM
MPUHAUIEKHOCTh JOKYMEHTA COOTBETCTBYIOLIEH I'PYIIIE TOKYMEHTOB.

CBeficHUST O PETHCTPUPYEMBIX TIpUKa3ax, pacnopsbkeHusx BHocarTcss B COJl wnm B WHBIC
PETHCTPANMOHHO-YYeTHBIC POPMBI Ha OYMa)KHOM HOCHUTEJIE UITH B DJIEKTPOHHOU ()OPME B COOTBETCTBUU C
IYHKTOM 5.54 WHCTPYKITHH.

5.48. IlogmuHHUKH TIPUKA30B (paCIoOpsHKEHUN) TI0 MECTY MX perucTparui (popMHUpYIOTCS B Jeia B
COOTBETCTBHUHU C HOMEHKIIATYPOH JIeNl OpraHu3allii B COOTBETCTBUU C ITYHKTOM 8.20 HHCTPYKIIWH.

Kommu mpuka3oB, pacmopspKeHH pPacChUIAIOTCS HWCIIONHUATENSAM ¥ WHBIM 3aWHTEPECOBAHHBIM
JIUIAM B DJIEKTPOHHOU opmMe mitr Ha OyMakHOM HOCHTEIIE B COOTBETCTBHH C yKa3aTeJeM PaCcCHUIKH.

Kommu mpukaszoB, pacmopsbkeHWil, pacchulaeMble Ha OyMa)KHOM HOCHTENE, 3aBepSAIOTCA B
COOTBETCTBHH C ITYHKTOM 2.51 HHCTPYKLIMH.

5.49. Ilporokonbl 3acemaHMii, COBENIAHWH, NPOBOAUMBIX PYKOBOJACTBOM TEXHUKyMa,
PETHCTPUPYIOTCS CeKpeTapeM-pedepeHTOM.

[Iporokonsl 3aceqaHuii, COBEIIAHUH, NPOBOIUMBIX KOJUIETHAIBHBIMU  (COBEIIATEIbHBIMHU)
OopraHamy, KOMHCCUSIMH WIM B CTPYKTYPHBIX IIOZpa3ACICHUSIX OpraHU3aluH, PErUCTPUPYIOTCS B
MOJpA3JCNCHUSAX, OTBETCTBEHHBIX 3a OpPraHU3alMI0 M mpoBedeHue Meporpustusd. Kommm Takmx
MIPOTOKOJIOB TOTOBSITCS K PACCBUIKE M PACCHIIAIOTCS CTPYKTYPHBIM IOIpa3ie/ieHueM, OTBETCTBEHHBIM 32
OpraHU3alMIO U MIPOBEICHUE MEPOIPUSATHSL.

5.50. IIporokonaM mHpuCBaMBalOTCS MOPSAKOBBIE HOMEpa B INpefenax KaJleHAapHOro roja Wid
nepuoa paboTel BpeMEHHOW padodeil TpyHibl (KOMUCCHH) TI0 KaXKAOH IpyIIe MIPOTOKOIOB OTAEIBHO.

[loamuHHMKY POTOKOJIOB IO MECTY UX PErucTpauuu GOopMHUPYIOTCS B [ea 10 HOMEHKJIAType Ael
OpraHu3aliy B COOTBETCTBHUHU € MyHKTOM 8.20 MHCTPYKLIHH.

5.51. BHyTpeHHUE OOKYMEHTHI Ha HMS PYKOBOAMTEINSA APYroro CTPYKTYPHOIO MOApa3aeicHus
peructpupytorcs B COJ[ wiu (mpu orcyrerBun COJ] minm 0TCyTCTBUM BO3MOXKHOCTH 3apPETUCTPUPOBATH
BHyTpeHHHI JokymMeHT B CO3Jl) perucrtpupyrorcsi B TOApa3/EICHUH, CO3/IaBIIUM JOKYMEHT.
3aperucTpUpOBaHHBIN TOKYMEHT MEpPENaeTcs HEMOCPEICTBEHHO B MOApa3ielieHue - aapecaT, B KOTOPOM



MMOBTOPHO HE PErUCTPUPYCTCA.

5.52. Ilpu BkmoueHun B COJl BXOAAMIMX MOKYMEHTOB, UX PETHUCTPallMM, PACCMOTPEHUU U
ucnonnenuu B OPK BHOCATCS cienyronme CBEACHUS O TOKyMEHTe <21>;

<21> VYka3aHHbI cocTaB cBeneHUl, BkiIoyaeMblx B COJ] mpu peructpaumi U B XO[e
paccMOTpeHHUs] ¥ WCIOIHEHHUS BXOAALIMX M HUCXOISIIMX JOKYMEHTOB, 00s3aTeleH sl OpraHu3alui -
yuacTHHKOB MO/10.

a) HAMMEHOBaHUE OpraHU3aIuu (KOPPECIIOHICHTA);

0) aapecar;

B) HAMMEHOBaHHE BHJIa TOKYMEHTA;

T') JaTa MOCTYNUBILEro JOKyMEHTa;

) PETUCTPAIIMOHHBIN HOMEp IMOCTYIHUBIIErO JOKYMEHTA;

€) IOJDKHOCTD, (DaMUIIHMS M MHUIIMAJIB JIMIIA, TIOAMHMCABIIErO JOKYMEHT;
) JIaTa MOCTYIUICHHS IOKYMEHTA;

3) BXOJSIINH PETHCTPAIIIOHHBIA HOMED;

W) 3ar0JIOBOK K TEKCTY (KpaTKOe COomepKaHue TIOKyMEHTA);

K) KOJTMIECTBO JINCTOB OCHOBHOT'O JJOKYMEHTA;

JI) OTMETKA O MPHUIIOKEHUH (KOJTHUYECTBO MPUIIOKEHHIA, 001Iee KOIIMIESCTBO JIMCTOB MPUIIOKEHU );

M) CBEJICHHUS O CBSI3aHHBIX JOKYMEHTaX (HAaUMEHOBAHHUE BHJA JIOKYMEHTA, JIaTa, PEruCTPAIlMOHHbIH
HOMED, THII CBS3H);

H) pe3omionusi (MCHOTHUTENb (WCIONHWATENN), MOpy4YeHHe, MOIDKHOCTHOE IIWI0, JIaBIIee
Mopy4eHwne, 1ata);

0) CPOK UCIIOJIHEHHS JOKYMEHTA;

I1) MHAEKC JIeNa 0 HOMEHKJIaType Je;

P) CBeleHHs O nepeaspecay JOKyMEeHTa;

C) OTMETKa O KOHTPOJIE;

T) Tpu OrpaHUUEHHS TOCTYIA K IOKYMEHTY;

y) cBefieHus1 00 3IEKTPOHHOM MOIIHCH;

() pe3ynmbTaT mMpOBEPKH AIIEKTPOHHON MOIHICH <22>.

<22> Bxmouarorea B CO/I, ecnmi MOCTyNMBIIMH JOKYMEHT IOJANUCAH YCUJIEHHOW 3JEKTPOHHOU
MTOJITUCBIO.

5.53. Tlpu BkmoueHuu B COJl ucxomsmux gokyMeHTOB B DPK BHOCSTCS cieayrouue CBEIEHUS O
JIOKYMEHTE:



a) ajpecar;

0) JOJDKHOCTH, (haMWJIMSL M MHUITUAJIBI JIUIA, TTOIITUCABIIETO JOKYMEHT;
B) HAMMCHOBAHHUE BHUJIA JIOKYMCHTA,

) 1aTa JOKyMEHTA;

1) pPETUCTPAILIMOHHBII HOMEp TIOKYMEHTa;

€) 3aroJIOBOK K TEKCTY (KpaTKoe CoJIep:KaHue IOKYMEHTA);

) CBEJICHHSI O CBSI3aHHBIX JOKyMEHTaxX (HauMEHOBaHHE BHJIA JOKYMEHTA, 1aTa, PEerucTpalliOHHBIHN
HOMeEp, THII CBS3H);

3) KOJINYECTBO JINCTOB OCHOBHOTO JJOKYMEHTA;

1) MHJIEKC JIea 110 HOMEHKIIAType Jel;

K) OTMETKa O MPUIIOKEHUH (KOTUIECTBO MPUIIOKEHHH, 001IIee KOTMIECTBO JINCTOB TTPUIIOKECHIH );
J1) Tpud OrpaHUYEHHS TOCTYTA K JOKYMEHTY;

M) TIOApa3IeNieHNE - OTBETCTBEHHBIN MCIIONHUTENb JOKYMEHTA;

H) CBEICHMS 00 3JIEKTPOHHON MOIITUCH.

5.54. Ilpu BrmoueHnn B COJ] BHyTpeHHUX MTOKyMeHTOB B DPK BHOCATCS cliemyroniue CBemeHUs O
TOKyMeHTe <23>:

<23> CocraB cBencHHM, BHOCUMBIX B COJl mpu perucrpaiiii BHYTPEHHUX JOKYMEHTOB, 3aBHUCHUT
OT BHJIa PETUCTPUPYEMOTO JIOKYMEHTA.

a) HAaMMEHOBAaHME MTOJPa3/ICNIeH s, IOTOTOBUBILETO IPOEKT JOKYMEHTA;
0) HaMMeHOBaHHNE BHUJIA IOKYMEHTA;

B) JaTa JOKyMEHTa;

T') pEerUCTPAIIMOHHBII HOMEP JOKYMEHTAa;

1) TOJDKHOCTB, (paMHIIMS M MHUIMAIIBI JIUIIA, TIOJITHCABIIETO JOKYMEHT;

€) CBEJCHUS O CBA3aHHBIX JIOKYMECHTaX (HAMMECHOBaHHE BHJA JOKYMEHTA, IaTa, PErHCTPAUOHHBIN
HOMeEp, THII CBSI3H);

) 3ar0JIOBOK K TEKCTY (KpaTKO€ COAep>KaHhe JOKYMEHTa);

3) OTMETKA O NPUIIOKEHNH (KOJINYECTBO NPUIIOKEHHH, 0011ee KOJIMYECTBO JIUCTOB IIPHIIOKEHUI);
1) UHAEKC JIeNa 0 HOMEHKJIaType Je;

K) YKa3aHUs 110 UCIOJHEHHUIO JOKYMEHTa (MCIIOJIHUTEIb, TOPYUYEeHHUE, JaTa UCIONHEHHS);

JI) OTMETKa O KOHTPOJIE;

M) rpu¢ orpaHMYEHUs IOCTYIA K JIOKYMEHTY;

H) Tofpa3JelieHue (JIOJDKHOCTHOE JIMIO) - WCIONHUTENh (OTBETCTBEHHBIH WCIIOIHUTEIb)



JIOKYMEHTA.

JIOnOMTHUTENBHO K YKa3aHHBIM CBEIECHUSAM O BXOIAIIMX, UCXOAAIINX U BHYTPEHHHUX JOKYMEHTaxX B
OPK C3]1 MoryT BHOCUTHCS MHBIE CBEJICHUS.

5.55. Yuer konnuuecTBa JOKYMEHTOB, ITOCTYIIUBILINX, CO3JaHHBIX, OTIPABICHHBIX 3a OIPEACICHHBIN
MEepUO/I BpPEMEHHM, MOXXET IPOBOAUTHCA IO OpraHM3allid B IEIOM, IO OTAENbHBIM CTPYKTYpPHBIM
MoJpa3fAeieHNsIM, MO TpylHnaM JOKYMEHTOB, KOPPECIOHJEHTaM, JEeUCTBUSAM, IIPOU3BEACHHBIM C
JOKyMEHTaMH, 1 APYTMM IapameTpam, HeoOXOJUMBIM ISl aHanu3a padoTHl ¢ JOKYMEHTaMH B IETSX ee
COBEpILIEHCTBOBAHMS.

5.56. Ilpu ydere oObeMa JOKYMEHTOOOOpPOTa MOJCYHMTHIBACTCS KOJIMYECTBO JOKYMEHTOB
BBIIETIEHHOM TPYIIBI. Y4eT KOJMYecTBa JOKYMEHTOB MPOBOAMUTCA Mo AaHHbIM COJl, perucrpairoHHO-

YUETHBIX )KypHAJIOB U KapTOTEK.

5.57. 3a eguHMIly ydeTa KOJNHWYECTBA JOKYMEHTOB NPWHUMAETCS EIUHCTBEHHBIN SK3eMILIp
JOKyMeHTa (MTOJIMHHUK WJIM KOIHUS, €CIIM KON - €AMHCTBEHHBIN IK3EMIUIIp JOKYMEHTa B OpraHU3allly,
HampuMep, KOMHUS HCXOSIIEro muchbMa) Oe3 ydera KOMWM, CO3JaBaeMbIX IMPH IMeYaTH M KOMUPOBAHHUH
(TupaxkupoBanun). Konuu JOKyMEHTOB PU HEOOXOJMMOCTH aHaJIM3a YUUTHIBAIOTCS OTACIBHO.

5.58. Pesynbrarhl ydera oObeMa JIOKYMEHTOOOOPOTa B OpraHU3allMk €KEroJHO 000O0IIaTCs

Cnyx00ll  J1eNonpon3BOJICTBA M TPEACTABISAIOTCS PYKOBOJCTBY B BHJE oOTdeta 00 oObeMe
JOKyMEHTO00O0POTa 32 TOI.

VI. KoHTpo/1b MCTIOTHEHUS JOKYMEHTOB (MOPYy4eHUi)

6.1. KoHTpOonb UCMONHEHUS JOKYMEHTOB (IOPYYEHHI) BEHETCA B IENSAX MX CBOEBPEMEHHOTO U
KaueCTBEHHOTO HCITOTHEHMS.

6.2. KoHTpOITh MCTIONTHEHUS IOKYMEHTOB (TIOpYy4YeHUI ) BEIETCSI:

PYKOBOJWMTEIEM WM WHBIM JIOJDKHOCTHBIM JIAIIOM TEXHUKyMa - WCIOJHEHHS JIOKYMEHTOB
(mopydeHuit) o CyIIecTBY;

OOmMM OTHENIOM W OTBETCTBEHHBIMH 3a JIEJONPOHU3BOACTBO B CTPYKTYPHBIX MOJpPAa3NClCHUSX -
CPOKOB HCIIOTHEHHSI IOKyMEHTOB (TTOPYYESHHI ).

B obmiem otnene IeHTPaM30BAaHHOMY KOHTPOJIO MOJUICKAT 3aPErUCTPUPOBAHHBIC TOKYMEHTBI C
orMetkoi o kouTpoie ("KonTpomns"), mpocTaBisieMoil B COOTBETCTBHH C ITYHKTOM 2.54 HWHCTPYKIIHH, a B
CTPYKTYPHBIX MOJPA3JCICHNUSX OpraHW3alld - BCE 3apErHCTPUPOBAHHBIC JIOKYMEHTBI, TPEOYIOIIHE
WCTIOTHCHHS.

6.3. PacmopsauTenpHBIE TOKYMEHTBI, MPOTOKONBI 3acefaHUil (COBEIIaHWIA), COAepIKaIue
MOPYYEHHUs] C KOHKPETHBIMH CPOKaMH HCIIOJIHEHHS, CTAaBATCSI HA KOHTPOJb IO KaXKIOMY IMOPYYCHHUIO
OTZAENBHO.

6.4. KoHTpOJIb CPOKOB MCIIOJTHEHUS IOKYMEHTOB (IIOpYyY€HHI) BKIIIOYAET B ceOs:

[IOCTAHOBKY JOKYMEHTOB (IIOpY4YEHUI) HAa KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JOBEICHHS JOKYMEHTOB (IIOPYYEeHUI) IO HCIIOTHUTENEH;
NPEBAPUTENBHYIO IIPOBEPKY U PErYIHPOBAHUE XO/Ia HCTIONMHEHHUS JOKYMEHTOB (IIOpy4eHuit);
CHSITHE C KOHTPOJISl IOKYMEHTOB (IIOpY4YEHH );

y4er, 0000IIeHrEe 1 aHAJIU3 Pe3yIbTaTOB X0/1a UCIIOIHEHUS JOKYMEHTOB (IIOpyUYeHUR);

WH(POPMHUPOBAHUE PYKOBOIUTENEH O XOJ€ HCIONHEHHs JOKYMEHTOB (IIOpYyYeHHMH) M COCTOSHUHU



HCHIOTHUTENBCKON JUCIUIIINHBIL.
6.5. Cpoku HCTIOTHEHHSI TOKYMEHTOB (TIOpYyYeHHI ) HCUHUCIISIOTCS B KaJICHIAPHBIX THAX.

Ecnu mocnemuuiit AeHb Cpoka WCHOTHEHUS JOKYMEHTa (MOPYYCHHS) MPUXOMUTCS Ha Hepabouuit
JICHb, TO JJOKYMEHT IMOJUICKUT UCIIOJIHCHHUIO B OJIMDKAUIINN CICAYIOUINH 32 HUM PaOO4Hii IeHb.

Harta ucnionHenus fokymenTa (mopyuenus) ¢pukcupyercs B IPK C3/I uiam uHOM perucTpamroHHo-
y4eTHOH (hopMe, UCTIONB3YyEMON AJISl OTCISKMBAHUS CPOKOB HCITOTHEHUS TIOKYMEHTa (IOPYUCHHS).

CpokH HCHOJTHEHHA JOKYMEHTOB (IOPY4YEHMI) yCTaHaBIMBAIOTCS PYKOBOIMTEIEM, HCXONS U3
CpOKa, YCTAHOBJIEHHOTO OpraHu3alield, HalpaBUBIIEH TOKYMEHT, WJIH CpPOKOB, YCTaHOBJIEHHBIX
3aKkoHOZaTeNnbcTBOM Poccuiickoit @enepanun.

6.6. JlokymMeHTHI (TOpy4YEHHUS) MOJISKAT UCTIOTHEHUIO B CICTYIOIINE CPOKH:
C KOHKPETHOM JaTOM HCIIOJIHEHUS - B YKAa3aHHBINA CPOK;

0e3 ykazaHusi KOHKPETHOH JaThl UCIIOMHEHUS, UMEIOIIUE B TEKCTE MMOMETKY "BeCbMa CpouHO" - B
TE€UCHHE OTHOTO JHS, ""cpouHO0" - B 3-IHEBHBIN CpoK; "omepatuBHO' - B 10-IHEBHEIN CPOK; OCTAIHHBIC - B
cpok He 6osee 30 aHeld;

I10 IapJaMEHTCKUM 3alpocaM - He II03[jHee ueM yepe3 15 qHel co IHs omydeHus;

mo 3ampocam wieHoB CoBera Deneparuu, nemyratoB ['ocymapcrtBenHoi Jlymsl (femyTatckomy
3ampocy) He no3aHee deM depe3 30 mHel co qHS TomydeHusl.

M0 MEXKBEJOMCTBEHHBIM 3aIllpocaM O IMPEJCTaBICHUH JOKYMEHTOB U (M) WHPOPMAIUH B LIENISX
MIPEIOCTaBICHNS] TOCYAAPCTBEHHBIX M MYHHIMMANBHBIX YCIyT - 5 pabounMx THEW CO OHS TONydeHHS
3arpoca, eciii 3aKoHoAaTeNbcTBOM Poccuiickoit denepaliii He yCTaHOBJIEH HHOM CPOK;

10 oOpateHusM rpaxaad - 30 mHel co THS perucTpariym.

6.7. IIpnocTaHOBUTH HCIIOTHEHHE KOHTPOJIHHOTO JOKYMEHTa (TIOpPYYEHHs), a TAK)KE OTMEHHUTH €ro
MOKET PyKOBOAMTENb, MIOAMMACABIINNA TIOKYMEHT WJIHM JaBIIHNA opydeHne (yKka3aHue).

6.8. B 1emsax cBOEBPEMEHHOTO HCIIONHEHHUSI JOKYMEHTOB, MOPYUYeHnH (yKa3aHWUi), TOCTABICHHBIX
Ha KOHTPOIb, paboTHUK CIyXOBbI JEIONPON3BOICTBA, OTBETCTBEHHBIHN 32 BEJICHUE KOHTPOIIS UCTIONHEHUS
JOKYMEHTOB, TIPOBEPSIET CBOEBPEMEHHOCTH JIOBEJICHUS JIOKYMEHTA (MTOPYYICHUS) IO UCTIOTHHUTEIIS.

6.9. Ecimm cpok HCHONHEHHs] [OKyMeHTa (IOpYYeHHs) MNPEBHILNAeT OXUH MECsL, B LEJIAX
obecrieueHs] CBOEBPEMEHHOI'O MCIIOJIHEHUS JOKYMEHTa (MOpY4YeHUs!) MPOBOOUTCSA IPEABAPUTENbHBIN
KOHTPOIb ¥ HAIOMHHAHHMS HCIONHUTEISIM O NPUOIMKEHUH CPOKOB HCIIOMHEHHUS [IOKYMEHTOB

(mopy4eHuit).
6.10. IIpeaBapUTenbHBII KOHTPOJIb OCYLIECTBIISIETCS B CAEAYIOIIEM MOPSIIKE:
JOKYMEHTOB (TIOpY4YEHHUI) MOCIEAYIOMINX JIET - HE PE&XE OJJHOr0 pas3a B I'of;
JOKYMEHTOB (TIOPYYEHHUI) MTOCIEAYIOMNX MECSIIEB TEKYILEro roja - He peXe OJHOr0 pas3a B MECSILI;
JOKYMEHTOB (TIOpYYEeHUI) TEKYIIEro Mecsua - 3a 5 JHel 10 UCTeUEHHsI CPOKa MCIIOIHEHUS.

6.11. HamomuHaHHE WCIOMHUTENAM O MNPUONMIKEHHN CPOKOB HCIIOMHEHUS JIOKYMEHTOB
(mopy4eHunii) MOXKET OCYIIECTBIISITECS B aBTOMAaTHIECKOM pexkume rocpenctsom CO/I.

Hanomunanus ucromHuTensim, a Takxke nHpopManus 00 MCIOIHEHHH JTOKYMEHTOB (IIOpY4EHH),
nojgydeHHast OT wucnojHutenedd, ¢ukcupyrorcss B OPK CDOJl unm WHBIX perucTpauydoHHO-YYETHBIX
(hopMax, UCTIIOJIB3YEMBIX JUIS KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB (IIOPY4YEHU).



6.12. Ilpm HeoOXOIUMOCTH HW3MEHEHHUS CpOKa HWCIOJIHEHHs JOKyMeHTa (TOpYy4eHHs)
OTBETCTBEHHBII HCIONHUTENb O0053aH TPEACTaBUTh HA HMMsI PYKOBOIUTENS, OaBIIEr0 IOpydYEHHE,
obocHOBaHUE (CIy)KEOHYIO 3alKCKy) O MPOAJICHWH CpPOKa C yKa3aHWeM NpPUYHMH MPOAJICHUS M AaThl
WCTIOJTHEHHUS.

O6ocHOBaHUE MPOAJICHUSI CPOKA MCIIONHEHUS TOKYMEHTa (IOpy4YeHHs) TOJDKHO OBIThH HarpaBlIeHO
COOTBETCTBYIOIIIEMY PYKOBOJIMTEINIO HE MO3HEE, YeM 10 UCTEUEHUH ABYX TPETHUX CPOKAa HCIOITHEHUS
JOKYMEHTa (TIOpy4YEeHHUS).

O0 wW3MEHEHMH CpOKa WCIONHEHHS JOKYMeHTa (TIOpY4YeHHs1) OTBETCTBEHHBIH HCIOJHUTEND
uHpopmupyer Ciry:k0y AeTONPOU3BOACTBA <24>,

<24> AHaNOrMYHBIM 00pa3oM MOTYT OBITh BHECEHBI HM3MEHEHHsS B COCTaB HCIIONHUTENEH
JOKyMeHTa (TIopydeHHs) ¢ 00s13aTeNbHBIM HHpopMupoBaHHEeM CITy:KObI JIeONPOU3BO/ICTBA.

6.13. JlokymeHT (mOpy4yeHHE) CUUTAeTCsd HWCIOJHEHHBIM, €CITM TMPUHSATHl pEIIeHUs 10
MOCTABJICHHBIM BOIPOCaM, MOATOTOBJIEHBI COOTBETCTBYIOIIME JIOKYMEHTHI, HalpaBlieHa crpaBKa o0
WCTIOJIHEHHH B COOTBETCTBYIOIIME OpraHbl BIAcTH (OpraHW3alyd) WM JIaH OTBET MO CYIIECTBY
3aMHTEPECOBAHHBIM JIUIAM.

Pemennie 00 wWcrnonHeHWH JOKyMeHTa (MOpYydYeHHs) TPHHUMAET PYKOBOJUTENb, ITOCTABUBIIMN
JOKYMEHT (TIOpy4YeHre) Ha KOHTPOJb, ¢ 00a3aTenbHbIM HHPOpMHupoBaHHeM Ciry>XObI AEeT0MPOMN3BOACTBA
OpraHu3aluu.

Ha wcnonHeHHOM JOKYMEHTE TMPOCTABISETCS OTMETKAa O HAlpaBJICHHMH JIOKYMEHTa B JINO B
COOTBETCTBHU C TIYHKTOM 2.55 WHCTPYKIIUH, CBEJCHUS 00 WCIONHEHHH JIOKYMEHTa (TIOpydYeHWs)
BHOcsATCs B OPK COJ] miM MHYI pErucTpalMOHHO-YYETHYIO (OpMY, HCIONB3YEMYIO IS KOHTPOJISL
WCTIOJTHCHHS.

6.14. JlokymMeHTHI (OpYYEHUs), HE CHATHIE C KOHTPOJS, a TakKe JOKYMEHTHI (TIOpYdYEHUs), CPOK
WCTIOJIHEHHS KOTOPBIX HE MPOJJICH, CUNTAIOTCS HEUCTIOHECHHBIMH.

6.15. Cnyx0a memonmpom3BOACTBA OPTaHHU3ANWN AaHATUZUPYET COCTOSHHE W PE3YNIbTaThI
WCTIOJIHEHHS JIOKYMEHTOB (ITOPYYCHHI) U COCTOSTHUE UCTIONHUTEIHCKON TUCITHITIIHBL:

B MOPSKE TIPEIBAPUTEIHHOIO KOHTPOJIS HAIIPABISIET B CTPYKTYPHBIE ITOpa3eNeH s OpraHnu3alliu
HaIllOMUHAHUS O JOKYMEHTaX, CPOKH NCIIOTHEHNUS KOTOPBIX MCTEKAIoT (3a 3 - 5 mHEel 10 OKOHYaHUS CpoKa
WCIIOTHEHUS JOKYMEHTA);

pa3 B MeCSI U 10 OKOHYAHUH I'ofia PyKOBOOUTENIO OPraHU3alUN U PYKOBOIUTEISM CTPYKTYPHBIX
MoJpa3JeNeHUH HaMPaBIsIET OTYETHl O KOJIMYECTBE JOKYMEHTOB, UCIIOJIHEHHBIX B CPOK, UCIOIHEHHBIX C
MPOJIEHUEM CPOKa WCIOJHEHMS, HE WCIONHEHHBIX, HAXOMIIINXCS HAa MCIIOJHEHUH 110 OPraHU3aluU B
LIEJIOM, TI0 CTPYKTYPHBIM MOJPA3JETIeHUSIM H, TP HEOOXOJUMOCTH, - 110 OTACIbHBIM HCIIOTHUTEISIM.

VII. Opranun3anus paéoTbl HCIIOJTHHUTENS ¢ JOKYMEHTAMHU

7.1. HcmnomHuTenb nojIydact AOKYMCHTBI Ha HCIOJHCHHUC B JCHb HUX PACCMOTPCHUSA HWJIIM HaA
CJ'ICILYIOH_II/Iﬁ pa60q1/1171 ACHb B COOTBCTCTBHUU C PE3OJIHOHNHUAMHA PYKOBOACTBA OpraHHU3allui U PYKOBOJUTCIIA
noapasaciICHuU. CpO‘IHLIC JAOKYMCHTBI ICPEAAIOTCA UCIIOJTHUTEIIHO HE3aMEAJIUTCIIBHO.

7.2. JIOKYMEHTBI, MOCTYIAIOIIHE B CTPYKTYPHOE MOAPA3ICICHHE C PE3ONIOUSIMUA PYKOBOJICTBA,
MEPENAlTCS PYKOBOAUTENIO MOApa3/eficHus. Eciu JOKYMEHT, MOCTYNMHUBIIMA Ha WCIOJHCHUE B
MoJpa3/e/icHNEe, He UMEET OTHOIICHUS K KOMITIETEHIINU TOPa3/IeiCHHUs, PYKOBOIUTENb MOPA3IC/ICHHS B
TOT e JIeHb WIM Ha CIEAYIOIUil pabouuii neHb Bo3Bpaiiaer ero B CiyxO0y AeNOnpou3BOACTBA IS
pellicHHsT BOMpoca O TMEpPEeHANpPAaBICHUH €ro Ha HCIOMHEHHWE B JPyroe MoapasielicHue (Apyromy
HCIIOJIHUTEIIO).



7.3. VcnonmHeHne JOKyMEHTa MPeyCMaTPUBACT:
1. cOop u ananu3 HeOOXOAMMOM HHPOPMALIUH;
2. TOATOTOBKY IMPOEKTa JOKYMEHTA U ero oopmileHuE;
3. coriacoBaHHE MPOEKTa JOKYMEHTA C 3aMHTEPECOBAaHHBIMHU JINIAMH;

4. nopaboTKy HpoekTa JOKYMEHTa MO 3aMeuaHHsM, IONyYeHHBIM B XOJE COTJacOBaHHS H,
IIPH HEOOXOAMMOCTH, - TIOBTOPHOE COTJIACOBAHME);

5. TOArOTOBKY criHcKa (yKa3aTessl) pacChUIKU JIOKYMEHTA, €CIIH JIOKYMEHT aJpecOoBaH IpyIIe
OpraHu3alni;

6. mpencraBieHUE MPOEKTa JOKYMEHTA Ha MOANUCH (YTBEPXKIICHNE) PYKOBOJCTBY;

MOJIrOTOBKY JJOKYMEHTA K OTIIPaBKe U Tepenady KOMUHU JOKyMEHTa B Aeno <25>.

<25> Bemomnnsercst Ciyx00ii Jelonpon3BoICTBa.

7.4. HpI/I HarpaBJICHUNU AOOKYMEHTa HECKOJBKMM HCIIOJITHHUTEIIAM OTBETCTBCHHBIM 3a IOATOTOBKY
IIPOCKTa JOKYMCHTA ABJIACTCA HCIIOJIHUTEID, YKaSaHHBIﬁ B pE30J0OIUHN TIEPBBIM WA 0003HaYEHHBIN B
PE3OIIOINHN KaK OTBETCTBEHHBIN UCIIOTHUTEID.

7.5. OTBETCTBEHHBII HCMOTHUTEIh MMEET MPaBO JaBaTh MOPYYEHHS OCTAIBHBIM HCIOTHHUTENSM,
MPOBOANTL pabouue COBEUIAHUsS JUIS BHIPAOOTKHM COBMECTHOTO peElleHWs. Bce MCIomHHUTEN B paBHOM
CTETIeHN OTBETCTBEHHBI 32 CBOEBPEMEHHOE M KadyeCTBEHHOE HCIIONHEHWE MOpPY4YEHHS W TPENCTaBJIeHUE
OTBETCTBEHHOMY HCIIOIHUTENI0O B yCTAHOBJIEHHBIE UM CPOKM HEOOXOIMMBIX MaTepHalIOB (POEKTOB
JNOKYMEHTOB, CIpPaBOK). VICIIOMHUTENM HE WMEIOT TIpaBa MPEACTaBIATh TMPOEKTH JTOKYMEHTOB
PYKOBOAMTEINIO, TABIIEMY MOPYYE€HHE, MHHYS OTBETCTBEHHOT'O HCITOTHUTEIIS.

7.6. B cmydae OTCYTCTBHS HCIIONHUTENS (KOMaHIUPOBKA, OTITyCK, OONE3Hb) MOKYMEHT TII0
YKa3aHUIO PYKOBOIUTENS MOAPA3ICICHUS TIIepenaeTcs APYroMy HCIIONHHUTEII0 C  00S3aTelNbHBIM
cooOmeHneM ero (paMmInKM AENONPOU3BOMUTENIO TOAPA3AeNeHNs Uil BHeceHUs n3MeHeHmid B DPK
nokymenTa B COJl nim WHYIO0 perucTpariioHHO-YIEeTHYIO GopMy.

7.7. Tlpu yBONBHEHHHM WM TIEpEXOA€ Ha APYrod ydacTOK pabOThl COTPYIOHHK OOs3aH CHATh
MOKYMEHTHl W JieJla PYKOBOTUTENIO ITOApa3feNieHrs] WM IO €ro YKa3aHWI0 BHOBb HAa3HAYEHHOMY
COTPYAHHKY (B CIydae HEOOXOIUMOCTH, - TI0 aKTy IIpreMa-Tiepeiadd, B KOTOPOM YKa3bIBAIOTCS BUABI JICT
(3aroyIOBKH Je) ¥ MX KOJIMYECTBO M KOTOPHIN MOAMUCHIBAECTCS PAOOTHUKOM, TTEPENABIINM JOKYMEHTHI, H
PaOOTHUKOM, IPHUHSBIINM JJOKYMEHTHI).

7.8. Pe3ynpTaToM HCHOIHEHHS [OKYMEHTa SBJSIETCS MOPOEKT [OKYMEHTa, IOATOTOBIIECHHBII
HCTIOJIHUTEIIEM.

HpOGKT AOKYMCHTAa CO BCECMU H606X0,I[PIMLIMI/I MNPUITOKCHUSAMU, HalneyaTaHHBIA 1 O(I)OpMJ'IeHHI:IfI B
COOTBCTCTBUMH C IIPpaBUJIaMH, YCTAHOBJICHHBIMHA B pa3/1ciic 3 HWHCTPYKI WU, UCTIOJIHUTCIIb COI'JIACOBBIBACT C
3aNUHTCPCCOBAHHBIMU OAPA3ACICHUAMUA U JIMLIAMU U, TIPU HCO6XOI[I/IMOCTI/I, C ApyruMH OpraHru3alusiMu.

ﬂOKYMCHTBI, npeaHasHa4YCHHbIC JIsI  OTIPABKH, Oq)OpMJ'ISIIOTCSI Ha OnaHke TCXHUKYyMa
YCTaHOBHeHHOf/'I (I)OPMLI. I[J'IH OTIIpABKHW ANOKYMCHTOB, HC HMCIOLIUX az[peCHoﬁ qaCTHu, COCTaBJIACTCA
COIIPOBOAUTCIIBHOC TNCHbMO.

Ha JAOKYMCHT, paccmnaeMHﬁ Oomee yeM B YCTBIPC aapeca, HCIOJIHUTCIIbL T'OTOBUT CIIMCOK
PacCCbUIKHU, OHNPCACIACT KOJIUYCCTBO IJK3CMIUIAPOB MAOKYMCHTA W IIOCJIIC PErucrpanuu obecreunBaer
HU3TOTOBJICHUEC HCO6XO,I[I/IMOFO KOJIMYECTBa KOIIUM.



7.9. Wcnonuutens (OTBETCTBEHHBIN HCIIOMHUTENb) OpPraHU3yeT COIJIACOBAaHUE (BH3MPOBAHMUC)
MpoeKTa JOKYMEHTa CO BCEMH 3aMHTEPECOBAHHBIMH JMLIAMH W TPOBOIUT JOPaOOTKY MpPOEKTa IO
3aMeUaHUsIM B COOTBETCTBUH ¢ yHKTamu 4.1 - 4.11 uacTpyKImm.

[lpu Hanmmuuu OONBIIOTO KOJNMYECTBA 3aMEYaHWW A0 MPEACTaBICHUS IOpa0OTaHHOIO MPOEKTa
JOKYMEHTa Ha TOANHUCH PYKOBOJUTENIO HCIIOJHUTENb TOTOBUT CBOJKY 3aMeuaHuil (NpeanokKeHuil), B
KOTOpOH YKa3bIBaeTCsl: COJepiKaHue 3amedanus (NMPeayioKeHus ), TODKHOCTh, (aMUIns JIMLa, JaBIIero
3aMedaHue, IPUHATO WM OTKIIOHEHO 3aMeyaHue (€ciu 3aMeuaHre OTKIOHEHO, - IPUYMHY OTKIOHEHHS).

7.10. Tlocne mopaGOTKM ¥ TOBTOPHOTO BH3MPOBAaHHS (COTJACOBAaHHWS) MPOEKT JOKYMEHTa
nepenaerca Ha moamnucaHue (yrBepxkaeHue). o mpenacraBiieHUs Ha MOJNHNCH UCIOJIHUTENb IMPOBEpPSET
MPaBMIIBHOCTh O(hOPMJICHHSI IOKYMEHTA, MPaBHILHOCTh ODOPMIICHHS ajpecaTa, HaJTMJhe HEO0OXOIUMBIX
BU3, HpHJ’IO)KCHPIfI, mpu H€O6XOI[I/IMOCTI/I - CIpaBOK, IMOACHUTCIbHBIX 3allMCOK, Pa3bACHAIONINX
coJiepKaHue MOJrOTOBJIEHHBIX IOKYMEHTOB, JINCTA (YKa3aTens) pacChlIKH.

7.11. TlommucaHHBI MOKYMEHT HCIIONHUTENb B COOTBETCTBHM C MOPSAAKOM, YCTAHOBJIEHHBIM
WHAWBUAYaIbHON MHCTPYKIMEH IO JICNONPOU3BOJCTBY, MEpeNlaeT Uil PEerucTpallid U OTIIPABKH W/HIH
BKJIKOYEHHS B AETIO.

B coorBercTBHU C HOMCHKHaTypOfI AEJ1 UCTTIOJTHUTEIb OMPEACIIACT HHACKC J€jIa, B KOTOPOEC JOJIKCH
OBITH BKJIFOYUEH JOKYMCHT.

7.12. B xone UCTONMHEHUSI JOKYMEHTa WCIOMHUTENh UMEET MPaBo MpeiaraTh N3MEHEHHE CpoKa
WCTIOJIHEHUS, ©CJIM OTCYTCTBYIOT pEaJbHBIC YCIOBHS HMCIOMHEHHUS JOKyMeHTa (TOpydeHus), aenaTh
IIOMETKU HAa JOKYMEHTE O BpEMEHU €I'0 IMOCTYIUICHHA, O JaTaX IMPOMEKYTOYHOI'O KOHTPOJIA, TCHG(I)OHHI)IX
U MUCHbMEHHBIX 3alpocax, O JaTe U PE3yJIbTaTe OKOHYATEIbHOIO UCIIOJIHEHHUS.

7.13. VicnonHuTENb HE HMEET TIpaBa pasriialiaTth COAepKaHUe MOCTYMUBIINX K HEMY JJOKYMEHTOB U
MTOJITOTOBJIEHHBIX MPOEKTOB CIYKEOHBIX TOKYMEHTOB, C HUMH MOTYT OBITh O3HAKOMJIEHBI TOJNBKO JIHIIA,
HMMEIOIIYE OTHOIIEHHE K X MCIIOIHEHHIO.

VIII. ®opMupoBaHue J0KYMEHTAJILHOTO (DOH/Ia OPraHU3al MU

8.1. OmepaTtrBHOE XpaHEHNE JOKYMEHTOB OPTaHM3AINH J0 TIepeayll X Ha XpaHEHHE B apXUB N
YHUYTOXKEHHE OCYIIECTBISIETCA B CTPYKTYPHBIX MOAPA3ACICHUSX OpTaHN3aI|H.

8.2. B menmsx xpaHEHHs, MOWCKAa ¥ WCIOIB30BaHUS JOKYMEHTHI Ha OyMa)KHOM HOCHTENE |
3MEKTPOHHBIE JOKYMEHTHI () OPMHUPYIOTCS B JIella B COOTBETCTBUU C HOMEHKIIATYpPOU Jedl.

Homenxnatypa nen 3akpemisier KiaccHUKanuioo (TPyNIUPOBKY) MCHONHEHHBIX IOKYMEHTOB B
nena (SIEKTPOHHBIC Jena), CUCTEMAaTHU3aldi0 M HHICKCALUIO A€M, CPOKM HMX XPaHEHUS M SBISETCS
OCHOBHBIM yYETHBIM IOKYMEHTOM.

HomenxnaTypa gen sBIsieTCSl OCHOBOHM UIsSl COCTAaBJICHHS ONHUCEH /€N MOCTOSHHOTO, BPEMEHHBIX
(cBpime 10 5er) CpoKOB XpaHEHHs] W MO JUYHOMY COCTaBY, aKTOB O BBIIENICHHHM K YHHUYTOXKEHHIO
JOKYMEHTOB C HCTEKIIMMH CpPOKaMH XpaHEHHus, a Takke Uil ydera Jen BpeMeHHBIX (mo 10 njer
BKJTIOUHTEIILHO) CPOKOB XpaHEHHUSI.

8.3. HomeHknarypa aen opraHu3aliid COCTABIISIETCSl HA OCHOBE M3YUYEHHS COCTaBa M COACP>KaHUS
JOKYMEHTOB, 00pa3ylOLIMXCsl B JEATENbHOCTH OpraHM3alliH, BKJIIOYAsl JTOKYMEHTBHI, HOCTYNAOLIUE U3
JOpYTUX OpraHu3aLuil.

8.4. HpI/I COCTAaBJICHUM HOMCHKIJIATYpPbI JCJI CICAYCT PYKOBOACTBOBATLCA YCTABOM OpraHU3alllH,
MOJIOKCHUAMU O CTPYKTYPHBIX MNOAPA3ACICHUAX, MITATHBIM paClrMCaHUCM, IJIaHAMU U OTYCTaMH O
pa60Te OpraHuv3aluu, HOMCHKJ’IaTypOfI JCII 3a npomemm/lﬁ rog, JTOKaJbHbIMHW HOPMATUBHBIMU aKTaMU
OpraHuv3alnuuv, COACpKAlIMMU CBCACHUA O JOKYMCHTAX, 06pa3y10nmxc;1 B JACATCIIBHOCTU OpraHW3aluu,
TUIIOBBIMHU U NPUMCPHBIMU HOMCHKJIAaTypaMu JCJ1 (HpI/I nux HaJ]H‘lI/IH), BCAOMCTBCHHBIMH W THUIIOBBIMHA
NepeYHAMHA JOKYMCHTOB C YKa3aHHUEM CPOKOB UX XPpAaHCHUS.



8.5. B HoMeHknaTypy Jed BKIIOYAIOTCS BCe JOKYMEHTBHI, OTpa)kalollue MAesTeIbHOCTh
CTPYKTYPHBIX TOIpa3JelicHHii OpraHu3aldil ¥ TIOCTOSIHHO WM BPEMEHHO JAEHCTBYIOIIMX OpraHoB
(KoMHCCHH, COBETOB, KOMUTETOB), B TOM YUCII€ JOKYMEHTHI OIPaHUYEHHOTO JIOCTYIA, PErUCTPALIOHHEIE
U y4eTHBIC )KypHaJIbl U KapTOTEKH, B HEOOXOAUMBIX CIy4asx - KOIMWHU JOKYMEHTOB <26>. JIOKyMeHTHI,
CO3JaHHbBIC B JJIEKTPOHHOW (popMme, BKIIOYAIOTCS B HOMEHKIATYPY A€M MO TeM K€ MpaBWiIaM, 4TO U
JOKYMEHTHI Ha OyMa>KHOM HOCHTEJe.

<26> Komum IOKYMEHTOB BKJIIOYAIOTCS B HOMEHKJIATYpY JeN, €CIH KONMUS - €IMHCTBEHHBIN
9K3EMIUISIp JIOKYMEHTa B OpraHHM3alldd, a TakKXKe, eCJIIM KOMHH HEeOoOXOAWUMBI Uil OpraHu3aliu
JeATENbHOCTH MOAPa3IeICHUS.

He BxirodaroTcss B HOMEHKIIATYPY A€ NepuoINYecKue N3JaHMs, KHUTH, OpOIIOPHI.

8.6. HomeHnkmatypa nen opraHuzalu (CBOJHAsl) COCTaBJSIETCS ceKpeTapeM-pedepeHToM I10
¢dopme, ycranoBnenHo [IpaBunamu XpaHeHHs, KOMIUIEKTOBAaHUS, yueTa U MCIOJIb30BAHUS JTOKYMEHTOB
ApxuBHoro ¢Qonma Poccuiickoli ®Dexepannu W JIPYrMX apxXUBHBIX JIOKYMEHTOB B OpraHax
roCyAapCTBEHHOH BJIACTH, OpraHax MECTHOIO caMOyIIpaBJIeHUs, opraHu3anusax <27> (nanee - IlpaBuna
XpaHEHU).

<27> Ilpunoxenne N 25 x [lpaBunam XpaHEeHHUs, KOMIUIEKTOBAaHUS, y4era W HCIIOJIL30BAHUS
JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
TOCYyJapCTBEHHOW BIIACTH, OpPraHax MECTHOT'O0 CaMOYIPABIEHHS, OPraHMU3ALNAX, YTBEP)KIECHHBIM
npuka3zom MunucTepeTBa KynbTypsl Poccmiickoit @eneparnuu ot 31.03.2015 N 526 (3apeructpupoBaH B
Munncrepcte foctuiinn Poccuiickoit @eneparum 7 centsops 2015 r., perucrpammonasii N 38830)
(manee - [IpaBuia XpaHeHus).

CBomHasi HOMEHKIATypa [Iel COCTaBisieTcs B IIOCIAEAHEM KBapTajlie TEKYIIero roja Ha
MPEACTOSIIUN KaJleHAapHbBINA TO/I.

8.7. HomeHkIaTypa Jien OopraHu3aiiy MOANMCHIBAETCS TUPEKTOPOM TEXHUKYMa, COTJIACOBBIBAETCS
C TICHTPAJILHOM JKCIIEPTHOW KOMHCCHEH (IKCIEepPTHOH KOMHUCCHEH) OpTraHW3aIlid M, €CIM OpTaHHu3aIlus
SIBJIIETCSI ICTOYHUKOM KOMIUIEKTOBAHHUS TOCYapPCTBEHHOTO MITM MYHHIIMIIATHHOTO apXHBa, OWH pa3 B 5
JIET TPEACTaBISETCS Ha COTJIACOBAHHME COOTBETCTBYIOMIEW OKCIIEPTHO-TIPOBEPOYHON KOMHCCHU
YIOJTHOMOUYEHHOTO OpTraHa WCIOJTHHUTENbHOH BiacTH cyOwbekta Poccuiickoit ®enepanmu B o0mactu
apxuBHoro nema (mamee - OIIK apXwBHOTO y4UpeXAEHHS) WM TOCYAAPCTBEHHOTO (MYHHIIUIIAIHHOTO)
apxXuBa B COOTBETCTBHH C IIPEIOCTABICHHBIMH €My IIONHOMOYHSMH B TOPSAKE, YCTaHOBJICHHOM
[IpaBumamu xpaneHus <28>.

<28> Ilynxr 4.8. [lpaBun xpaHeHus.

Homenknatypa pen, cornacoBanHass OIIK apXMBHOro y4dpexAEeHUs WM TOCYJAapCTBEHHBIM
(MyHHLMIIATBHBIM) apXUBOM B COOTBETCTBHU C NMPEIOCTABICHHBIMU €My HMOJTHOMOUHMSIMH, YTBEP)KIACTCS
PYKOBOIMTEIIEM OpraHU3aLUK U BBOAUTCS B IEUCTBHUE C 1-TO SHBaps MPEACTOSAIIEr0 KaleHAapHOro To/a.

Opranuzanum, B JEATENBHOCTH KOTOPBIX HE CO3/HAIOTCS JOKYMEHThl ApXuBHOro (hoHna
Poccuiickoit denepanuy, yTBEpxKAal0T HOMEHKIATYPY A€ CaMOCTOSTENbHO.

B cinyuae m3meHeHust QYHKUMH W CTPYKTYphl OpraHM3allid HOMEHKJATypa Jell COCTaBISETCS,
COTJIaCOBBIBAETCS M YTBEP)KIAETCS 3aHOBO.

8.8. CornacoBanHas ¢ coorBercTByomell DIIK apXWBHOro ydpexIeHHus WIM rocyJapCTBEHHBIM
(MyHHLMTIATBHBIM) apXUBOM B COOTBETCTBHHM C MPEAOCTABICHHBIMU €My HOJTHOMOUYHUSIMH HOMEHKIIATypa
el B KOHIE KaXIOro roja YTOYHSAETCS, IIepPeredaThiBacTCs, YTBEPKIAeTcd pPYKOBOJUTEIEM
OpPTraHM3alMY U BBOJUTCS B JEWCTBUE C 1 STHBapsI MPEACTOAIIEr0 KaJleHAapHOTo To/1a.
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8.9. IlepBblil SK3eMIUISIp YTBEPKACHHON HOMEHKIATYpPHI A€ SBISIETCA JOKYMEHTOM IOCTOSHHOTO
XpaHeHUs1 M BKIIOYAEeTCS B HOMEHKJIAaTypy nen B pasgen CnyxObl [enompoM3BOJCTBA, BTOPOH -
ucnonb3yercst CiryxOo0i 1e10npou3BOACTBA B KauecTBE pabodero 3K3eMIuIipa, TPETUH - mepenaercs B
apXMB OpraHM3allMd B KAyeCTBE YYETHOIO JOKYMEHTa, JJIEKTPOHHAs KONMS HOMEHKJIATYpPHI JEl
OpraHu3alliy, YTBEPXKACHHOM pYKOBOAUTEIEM OpTraHM3alUu, IEPEeNacTcd B IOCYNapCTBEHHBIN
(MyHUIIMTIATBHBINA) apXUB, ICTOYHUKOM KOMIUIEKTOBAaHHS KOTOPOT'O SIBJISIETCS OpraHU3allys.

B monpasnenenust opraHn3aiiui HOMEHKIATypa Jaen paccbuiaercss CiaykO00i Ae10npon3BOACTBA B
BH/JIC KOITUH COOTBETCTBYIOUIMX Pa3/IeiioB Ha OyMa>kHOM HOCHTENE MITH B DJIEKTPOHHOH (opMme.

8.10. HomenknaTypa [nen opraHu3ald CTPOUTCS IO CTPYKTYypHOM (Ha3BaHUSMH pa3/IElioB
(mozmpaznenoB) HOMEHKIIATYPhI JIeN SBJSIOTCS Ha3BaHUS CTPYKTYPHBIX MOApa3JeleHul, pacioioXKeHHbIe
B COOTBETCTBUU C YTBEPXKICHHOW CTPYKTYpOW OpraHu3amuv), WM (QYHKIHOHAJIBHOW CXeMaM
(Ha3BaHUAMU pa3eNIOB HOMEHKIIATYPHI JeM SBISIOTCS HaIllpaBJIEHUS AEITENbHOCTH OPTaHU3alINN ).

8.11. HomenkmnaTypa nen CTPYKTYPHOTO MOAPA3ACICHUS COCTABISETCS B KAKIOM MOpa3ACICHIN
opranuvsanuu paGOTHI/IKOM, OTBCTCTBCHHBIM 3a JACJIOIMPOU3BOJACTBO MNOAPA3ACICHUA, HNpU YYaCTHU
BEAYIIUX CHENUAINCTOB MOAPA3JEICHUs, COTJIACOBBIBACTCS C DKCIIEPTHOW KOMHCCHEH MOIpa3eNeH s
(Ipu ee HAJIMYUH), TOAMUCHIBACTCS PYKOBOIUTEIIEM CTPYKTYPHOTO MOPA3/ICIICHUs U MPEICTABISICTCS B
Cnyx0y 1eI0onpor3BOJICTBA.

HomeHnkmatypa ngen CTPYKTYPHOTO TIOApA3AENeHHs COCTaBIsAeTCs 1Mo (opMe, YCTAaHOBJICHHOMN
[IpaBuamu xpanenus <29>.

BHOBB CcO371aHHOE WIIM PEOPTaHU30BAHHOE MOJPA3JIeNICHHE JJOJDKHO B MECSIYHBINA CPOK pa3paboTaTh
HOMEHKJIATYPY JIeN U MpeAcTaBuTh ee B Ciryx0y Jeonpon3BOCTBA.

8.12. Bce 3aromoBku Jiell, BKIIOUYEHHBIC B HOMEHKIATYPY JAET CTPYKTYPHOTO IOIpa3lelieHuUs,
uHAekcupyrorcs. Wupekc nena ykaspiBaercss B rpade | HOMEHKJIATYPHI JIel M COCTOUT W3 WHJIEKCa
CTPYKTYPHOTO TIOJpa3ieieHus (Kojaa MONpa3JeNieHuss B COOTBETCTBUU C YTBEPIKJCHHOW CTPYKTypo
OpraHu3alMy WIH KIACCH(QUKATOPOM CTPYKTYPHBIX IOJAPA3JCICHHI) U MOPSAKOBOrO HOMepa Jena B
paszene HOMEHKIaTypsI faen. Maaekch nen obo3Havarores apadbckumu mudpamu. Hampumep: 01-05, rae:

01 - ko CTPYKTYPHOTO TIOJPa3 eI CHHUS;
05 - mopsiIKOBEI HOMEp JieNa B pasjiesie HOMEHKJIATYPHI JIe.

Hena mo BompocaM, HeEpa3pelleHHbIM B TEYEHUE ONHOIO Iofa, SIBISIOTCA '"mepexonsimuMmu’ u
BHOCATCSI B HOMEHKJIATYpy el CIEIYIOLIero roja ¢ TeM K€ MHICKCOM. PexoMeHmyeTcsi COXpaHAThH B
HOMEHKJIATYype e OANHAKOBbIE MHAEKCHI sl OHOPOAHBIX /€I, BKIIOUCHHBIX B Pa3HbIC Pa3/Ebl.

Ecim B TeueHme TOAa B JEATENBHOCTH OpTaHM3allMd  O0pa3yloTCs JOKYMEHTHI, He
MpeIyCMOTPEHHBIE HOMEHKIATYpOH JIeN, 3aroJOBKM HOBBIX JIeN JIOTIOJMHHUTEIHHO BKIIOYAIOTCS B
HOMEHKIATypy Jen. B  Kkaxiaom pasgene HOMEHKIATYpbl Jed Il BHOBb 3aBOIUMBIX N
MpeyCMaTPHUBAIOTCS pE3ePBHBIE HOMEpa.

8.13. 3aronoBok nena (rpada 2 HOMEHKJIATYpbI Z1el1) JOJDKEH B 0000LIeHHOW (opMme OoTpakaTh
OCHOBHOE COJIEpXKaHHME U COCTaB JOKYMEHTOB Jeina. He nmomyckaercs ymorpeOieHue B 3arojioBKe Jena
HEKOHKpPETHBIX (hopMynupoBoK ("pa3Hble MaTepuansl’, "obmas nepenucka’), a TakkKe BBOJHBIX CIIOB U
CIIOXHBIX CHHTAKCHYECKHX OOOpOTOB. 3arojoBKM JIel MOIYT YTOUHSTHCSA B TE€UEHHE I'oja B Ipolecce
(hopMupoBaHUS 1 OPOPMIIEHUS JIEI.

3aroiaoBok Jciia  JOJIZKCH COCTOATH n3  3JICMCHTOB, paciojaaracMbIx B CJICAYIOI] el
IOCJICAOBATCIIBHOCTHU

a) Ha3BaHKE BHJA Jena (Mepernucka, )KypHall, JeJI0) WIH BHIA JOKYMEHTOB, BKIIOYEHHBIX B JIENO
(TIPOTOKOITBI, TPHUKA3BI);
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6) HanMCEHOBAHHEC OpraHu3alv, CTPYKTYPHOr'o noApasaciaCHusA, IMOCTOSIHHO I[CI‘;ICTBYIOHICFO nIn
BPEMCHHOI'O OpraHa, JOJI>KHOCTHOI'O JIMI[d, CO3JaBIINX I[OKyMCHT(I)I);

B) HAUMEHOBAaHUE KOPPECIIOHIEHTa (OpTaHU3alMH, JIUIA, KOTOPOMY aJpecOBaHbl WM OT KOTOPOTO
MOTy4eHBl JOKYMEHTHI);

T') KpaTKO€ COJIepKaHue JOKYMEHTOB Jiefa;

1) Ha3BaHHE MECTHOCTH (TeppUTOPHH), C KOTOPOW CBA3aHO COep KaHHe JOKYMEHTOB JIENa;
e) nara (mepuon), K KOTOPBIM OTHOCSITCSI IOKYMEHTHI JIela;

) yKa3aHHe Ha KOMUITHOCTh IOKYMEHTOB JIefia.

8.14. Tlopsimox pacmoyioK€HUS 3arojOBKOB JIeT BHYTPH Pa3/IeioB  HOMEHKIATYpPHI  JIEeT
OnpeAciACTCA CTCIICHBIO BAXXKHOCTHU JOKYMCHTOB, BKIIFOUCHHBIX B ACJIA.

B Hawane pas;mena  pacmoiiaraloTcsl  3arojiOBKM  JIeN,  COJEPXKAIIUX  YUPEIAUTENIbHBIC,
OpPTraHMU3aIMOHHO-TIPABOBBIC M PACIOPSIUTEIbHBIC JIOKYMEHTBI, 3aTE€M 3arojIOBKH JIEN, COACPIKAIIUX
IJIAHOBBbIE, OTYETHbIC, HH(OPMAIMOHHO-AHAJMTUYCCKHE JOKYMEHTBI, JIOKYMEHTBI, OTpa)Karollue
JESITeIbHOCTD TIOJPA3ICIICH s, IEPEMUCKY, B KOHIIC pa3jeia - PEruCTPallMOHHBIC U YUETHBIC KYPHAIIbI,
KapTOTEKH, 0a3bl JaHHBIX.

3aromoBKM JIeNl, COCTABJIEHHBIX II0 KOPPECHOHIEHTCKOMY M reorpaduyeckoMy MpH3HAKaM,
BHOCSITCSL B HOMEHKIIATYPY JIel 110 anaBUTy KOPPECIIOHIEHTOB WM Teorpauueckux Ha3BaHHIA.

B 3aromoBkax Jem, cojepXalluxX JOKYMEHTHI 10 OJHOMY BONPOCY, HO HE CBS3aHHBIX
TIOCIIEIOBATEIHPHOCTRIO PEIICHUS BOIPOCa, B KAUECTBE BHJIA JIea YIOTPEOIIeTCsS TePMHUH ""MOKYMEHTHI'",
a B KOHIIC 3ar0JIOBKa B CKOOKaX YKa3bIBaIOTCS Ha3BaHUS BUJOB JOKYMEHTOB, HanOoOJIee MPEICTaBICHHBIX
B JIcIE:

"JIOKyMEHTHI O TIPOBEACHUH COBEIIAHUHN M CEMUHAPOB (IPOTPaMMBbI, CITHCKH, TOKJIAab)".

TepmMuH "HOKYMEHTHI" TNPUMEHSIETCS TaKKe B 3arojoBKax Jel, COAepKalluX JOKYMEHTHI-
MPHIOKEHHS K KAKOMY-JTHOO TIOKYMEHTY (BHJIBI JOKYMEHTOB-TIPHIIOKEHUH HE TIepEUHCIISIFOTCS ):

"JIOKyMEHTHI K IPOTOKOJIaM 3acenannii HayaHo-Texamaeckoro copera';
"[TpoTOKOIBI TPOM3BOICTBEHHBIX COBEIIAHMIA ITPY T€HEPATbHOM TUPEKTOPE U JOKYMEHTHI K HUM .

T'OJIOBKax AcCJl, MpC€AHa3HAYCHHbIX IJIA T IIUPOBKHN OAHOTHITHBIX OJOK HTOB, OT 11
B 3aromoBka C. CaHa3Hayc &) OOHO (6} CHTOB, JTa a
AJOKYMECHTOB YKa3bIBA€TCSI BO MHOXKCCTBECHHOM YUCJIC!

"[IpoTOKOIBI 3aceaHUN JUPEKLIUH'".

B 3aromoBkax nen, coep)KalMx MEPENHCcKy, YKa3bIBAaeTcs, ¢ KeM M 10 KaKOMY BOIPOCY OHa
BEZIETCS:

"Ilepenncka c 0Opa30BaTENbHBIMU YUPEXKICHUSIMH O MOBBIIEHUH KBadu(pUKauy paOOTHUKOB' .

B 3aromopkax ACJ, COACPIKAIIUX TMEPCHUCKY C OAHOPOAHBIMU KOPPECIIOHACHTAMHU, MMOCICAHNUC HEC
HAa3bIBAKOTCA, a4 YKa3bIBACTCA UX BUIOBOC HA3BAHHUC!

"Ilepenncka ¢ ¢enepanbHBIMU OpraHAMH HCIIONHUTEIBHONW BIACTH O 3aKIIOUEHHU M MCIOJTHEHUH
rOCyJapCTBEHHBIX KOHTPAKTOB'".

B 3aronoBkax ACJ, COACPKAIIUX TMEPCIHUCKY C Pa3HOPOAHBIMH KOPPECIOHACHTAMU, MOCICIHUC HE
NePCUYNCIIAOTCA:

"[lepenucka o 3aKJIIOUYEHUU U UCTIOTHEHUU T'OCYIapCTBEHHBIX KOHTPAKTOB".



B 3aronoeke nena YKa3bIBaCTCsA KOHKpCTHBIﬁ KOPPECIIOHACHT, €CJIN IMEPCIUCKa BCACTCA TOJIBKO C
HUM!

"Ilepenucka ¢ OO0 " -------- " 0 MpenocTaBIEHNH YCIIyT CBA3M".

[Ipu o0o3HAUEHUH B 3arojoOBKax el aAMHUHHUCTPATHBHO-TEPPUTOPHAILHBIX CAMHUI] YYUTHIBACTCS
clenyrouiee:

€CJIM COZEpXKAHUE Jella KAcaeTCsl HECKOJIBKUX OJHOPOJHBIX aJIMHUHHUCTPATUBHO-TEPPUTOPUAIIBHBIX
SIMHMUIIL, B 3aTr0JIOBKE JieNia He YKa3bIBAIOTCS WX KOHKPETHBIC HA3BaHMS, a YKa3bIBACTCS MX 00IIee BUIOBOE
Ha3BaHHUE!

"Ilepenucka ¢ yIpexIeHUIMH KyJIbTYPbl aIMUHACTPATUBHBIX OKPYTroB MOCKBHI'".

€CJIM COoJiep)KaHHWE Jiella Kacaercd OJHOM aJMUHUCTPATUBHO-TEPPUTOPUAIIBHOW  €IUHUILIBI
(HacenmeHHOro MyHKTA), ¢ (er0) Ha3BaHHE YKAa3bIBACTCS B 3ar0OJIOBKE JIelia:

"TMepenucka ¢ punranom B MOCKOBCKOH 00JIaCTH O IUTAHUPOBAHUN M OTYETHOCTH".

B 3aronoBkax nen, comepKamyx IUIAHOBYIO WIIM OTYETHYIO JOKYMEHTAIHIO, YKa3bIBACTCS MEPHOA
(mecs11, kBapTal, ro) Ha (3a) KOTOPBII COCTABJIEHHI IIJIAHBI (OTYETHI):

"OT4eTsl CTPYKTYpPHBIX TIoApasaeneHuii 3a 2017 rog";
"CTaTHCTUYECKHI OTYET O YUCIEHHOCTH, COCTaBe U JABMKeHUH KaipoB 3a 2017 rox (¢. N 27-rom)".

IIpu popMupoBaHUHU JeTa U3 HECKOJIBKUX TOMOB (4YacTei), KpoMe OOIIEro 3arojioBka Jeia MpH
HEOOXOJJMMOCTH COCTABJISIFOTCSl 3arOJIOBKM KXKJOrO TOMa (YacTH), YTOUYHSIOIIME COJEpPKAaHUE TOMOB
(dacreit) mena.

3aroJ0BKH JIeNl MOTYT YTOUHSThCS B TIporiecce GOpMUPOBAHUS 1 OOpMITCHUS Je.

8.15. I'pada 3 "KoaumuecTBo naen" 3amojHSAETCS IO OKOHYAHMM KajieHIapHoro roma. Ilo
JOCTHIXKEHUU JIETIOM, BKITIOYAIONIMM JOKYMEHTBI BpeMeHHBIX (cBbimie 10 JieT) ¥ MOCTOSHHOTO CPOKOB
XpaHeHus, o0bema B 250 JHCTOB, TOM 3aKphIBacTCI M OTKpHIBAeTCS HOBBIM ToM. B rpade 3
HOMEHKJIATYPBI JIeNl TMOCIENOBATEILHO YKa3bIBAIOTCS HOMEpa TOMOB W KpalHHE IaThl JIOKYMEHTOB
Ka)JIOTO TOMa:

T. L. 11.01.2017 -
30.06.2017

OneKTpOoHHBIE J1eNla HAa ToMa (JacTu) He pa3fenstorcs. Bee amekTpoHHbIe JOKYMEHTHI, HE3aBUCUMO
OT UX 00beMa, BKIIOYAIOTCS B OZHO 3JIEKTPOHHOE JEI0.

8.16. B rpade 4 "Cpok xpaneHus u N cTaThH 10 MEPEYHIO" YKA3BIBAIOTCS CPOKU XPAHEHUS JET U
HOMEpa CTaTedl MO THUIIOBOMY WJIM BEIOMCTBEHHOMY II€PEYHIO JIOKYMEHTOB C YyKa3aHHEM CpPOKOB
XpaHeHus, penepaabHOMY 3aKOHY WIM HHOMY HOPMaTHBHOMY ITPaBOBOMY aKTYy.

8.17. B rpade 5 "llpumeuanue" npocTaBisilOTCS OTMETKH O 3aBeaeHun nen ("3aBemeHo"), o
nepexonsamux nenax (Hampumep, "Tlepexomsmee ¢ 2016 roma'"), o BBLAENEHUN NIl K YHUYTOXXKEHUIO, O
JUIaX, OTBETCTBEHHBIX 3a (opMupoBaHWE fen, O Tepenade el B JPYTYIO OPTaHHU3AIMI0 s
MIPOJOIKEHUSI.

Ecnu neno gopmupyercss B M”HPOPMAIIMOHHOM CUCTEME U BKIIIOYAET 3JIEKTPOHHBIE TOKYMEHTHI, B
rpage "[Ipumeuanune” ormedaercs, 4yTo €0 BEAETCS B 3JEKTPOHHOM BUJAE C YKa3aHWEM HaMMEHOBAHHS
WH(POPMAITUOHHON CHCTEMBI:

"Onekrponnsie nokymeHTsl. CO/l "Kannenspus", B/l "CiyxeOHble 3anuckn’.
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8.18. Ilo 3aBeplieHUH AENONPOM3BOACTBEHHOI'O Iofjla B KOHIIE HOMEHKJIATYpHl A€ B KaXJIOM
CTPYKTYPHOM TMOApA3AeNeHU OQOPMIISIETCS] WTOroBasl 3alichb, B KOTOPYIO BHOCATCS CBEIEHHS O
KOJTMYECTBE 3aBEICHHBIX JeN (TOMOB, YacTell), OTAEIbHO MOCTOSHHOTO U BPEMEHHBIX CPOKOB XpaHEHUS,
BPEMEHHBIX CpOoKOB xpaHeHHs c¢ oTMmerkod "OIIK" m mepexonmsumx. MroroBas 3amuck AOMONHSETCA
JTAHHBIMU O KOJIMYECTBE 3JIEKTPOHHBIX JIENI COOTBETCTBYIOIINX CPOKOB XPAHEHUS.

B wuToroByto 3amuch CBOAHOW HOMEHKJIATYphl €1 CBEAEHUA BHOCITCS Ha OCHOBAHUM JAHHBIX,
MEepPEJaHHbIX U3 CTPYKTYPHBIX MOAPA3AEIEHUN OpraHU3alnH.

CBCILCHI/I}I, CoAcCpKaluecs B HUTOTOBOH 3amucu HOMCHKJIATYpPbI ACJI OpraHuv3anuv, rnepeaaroTcsa B
ApXWUB OpraHnu3aliy, 0 4Y€M B HOMCHKJIATYPEC OCI IMPOCTABIIACTCA OTMCETKA C YKa3aHUCM OOJDKHOCTU U
moAnurcu Juna, nepeaaBuero CBCACHMUA.

8.19. llema co mHS WX 3aBEACHHS JO IEpeaadydl B apXUB OpraHU3allM{d WM JI0 BBIJCICHUS HX K
YHHUYTOXEHHIO 110 UCTEUCHUHU CPOKa XPAHEHHUsS XPaHATCS 10 MECTY UX (DOpMUPOBaHUSI.

,JICJIO CUHUTACTCA 3aBEICHHBIM C MOMCHTA BKJIFOYCHUA B HEI'O IIEPBOI'0 UCIIOJIHEHHOI'O JOKYMEHTA.

8.20. IIpu popmupoBanum ien Ha OyMa)KHOM HOCUTENIE TOJKHBI COONTIOIATHCS CIICAYIOIINE O0IHe
MpaBmJIa;

B IS0 MNOMCIIANOTCA MCIOJHCHHBIE AOKYMCHTBI, COOTBETCTBYIOINHE I10 CBOEMY COJACPKAHUIO
3aroJjioBKy A€jia Mo HOMEHKJIATypE A€,

TIPUJIOKESHUS TTIOMEIAIOTCS BMECTE C OCHOBHBIMH JIOKYMEHTAMHU;
B JICJIO BKJTFOYAIOTCS JJOKYMEHTBI OTHOTO KaJICHIAPHOTO T0/1a, 33 UCKITIOUCHNEM TIEPEXOIAIITNX JICIT,
JIOKYMEHTHI TIOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XpaHEHUS TPYIITUPYIOTCS B JIeNIa pa3/IeibHO;

B JICJIO BKIJIFOYAETCS 110 OJHOMY DK3EMIUIIPY KaXKI0TO JOKYMEHTA,

(akcorpamMMmebl, TelerpaMmbl, TeneOHOrpaMMbI TTOMEIIAIOTCS B JieNla C IEPeMCcKOi Ha 00X
OCHOBaHMSIX;

B JIENO TTOMEMIAIOTCS JOKYMEHTHI MPAaBUIBHO M MOJHOCTHIO OQOPMIIEHHBIE (JOKYMEHTHI JOJKHBI
WMETh JIaTy, TOAIKCH U APyTHe HeoOXOMbIE PEKBU3HTHI);

B JICNIO HE BKJIFOYAIOTCS JIOKYMEHTBI, TOJICKAIUE BO3BPATY, JIUIIHUE SK3EMILISPbI B YePHOBUKU
(3a UCKIIIOYEeHNEM 0C000 IIEHHBIX);

o 00beMy J1eN10, BKIIOYAKOIee JOKYMEHThl Ha OyMa)XHOM HOCHTEINE, He JOJDKHO MpeBbimaTs 250
JUCTOB, TIPH TONIIMHE He Oomee 4 cM (TOMmUHA Jenm cO cpokamH XpaHeHws Ao 10 jer He momxHa
npeBbimath 10 cm). [lpu mpeBbImieHn gaHHOTO 0OBEMa 3aBOAWTCS BTOpor ToM. IIpm Hammuwmm B nmene
HECKOJIBKHX TOMOB (4acTel) MHAEKC M 3ar0JIOBOK Jela MIPOCTaBIISIIOTCS Ha KaXKIOM TOME ¢ J0OaBIECHUEM
o6o3nauenuii: "T. 1", "T. 2".

ﬂOKYMCHTBI BHYTpU [AC€JIa pachiojaratorcsa CHU3Y BBCPX B XpOHOHOFH‘ICCKOfI, BOIIPOCHO-
JIOTUYECKOM IOCJIICAOBATCIIBHOCTH UJIWM UX COYCTAHUU.

PaCHOpSIILI/ITeJ'IBHBIe JAOKYMCHTBI I'PYIIIIUPYIOTCA B Ji€jIa IO BUJaM U XPOHOJIOTMHU C OTHOCAIIUMUCS
K HUM IMPUWIOKCHUSIMU. I[OKYMQHTLI - OCHOBAHUA K pPACHOPAAWUTCIIBHBIM JOKYMCHTAaM BKJIFOYAKOTCS B
OTACIIBHOC ACII0.

HpOTOKOJ'II)I B JICJIC pACIIOJIararoTCAa B XPOHOJIOTMYCCKOM ITOPAAKE U 110 HOMEpPaM.

JIOKyMeHTHI K 3acelaHusM (COBEIIAHMSIM) TPYIITHPYIOTCS B OTIENBLHOE JIEI0, KaK U TIPHIIOKESHHS K
IIPOTOKOJIaM, €CITH OHU COJIepKaT Oojiee 25 CTpaHUIL.

ILOKYMCHTBI K IMPOTOKOJIaM, €CJIM OHHU CIrpyNIIHUPOBAHbI B OTACIBHBIC [1€JId, CUCTCMATU3UPYIOTCA



BHYTpPHU A€j1a 110 MMOPAAKY HOMEPOB IIPOTOKOJIOB.

JIokanbHBIE HOPMATHUBHBIC aKThl, YTBCPKACHHBIC PACHOPAAUTCIBHBIMHA NOKYMCHTAMU, SABJIAIOTCA
MNPUITOKCHUSAMU K HUM U I'PYHIIUPYIOTCA BMECTEC C YKa3aHHBIMU JOKYMCHTAMU.

[Ipuka3bl 1O OCHOBHOH AEATENFHOCTH TPYNIIUPYIOTCS OTAEIBHO OT MPHUKA30B MO JMYHOMY COCTABY
Y MPUKA30B [0 aIMUHUCTPATUBHO-X03SIMCTBEHHON fesTeabHoCTH <30>.

<30> B coorBerctBuM ¢ IlepeuHeM THUMOBBIX YIPABJIEHYECKUX AapPXMBHBIX JOKYMEHTOB,
oOpasyrommxcsi B Tpolecce JeATelbHOCTH TOCYAapCTBEHHBIX OpraHoB, OPraHOB  MECTHOTO
CaMOYTpaBJIE€HUs W OpraHu3alliil, C YKa3aHHEM CpPOKOB XpaHEHHUS, YTBEP)KIECHHBIM MPHUKAa30M
MunucrepcrBa KynabTyphl Poccuiickoit @enepanun ot 25 aBrycra 2010 r. N 558 "OO6 yTBep:kaeHUH
[epedHst THITOBBIX YIPaBIEHYECKHUX apXMBHBIX JIOKYMEHTOB, 00pa3yIoMIMXcs B Mpolecce e TeTbHOCTH
rOCyJapCTBEHHBIX OpraHOB, OPraHOB MECTHOT'O CaMOYIIPABJIEHHS M OpPraHM3allMi, C yKa3aHHEM CpPOKOB
xpaHeHus" (3apeructpupoBaH B Munuctepcrse roctunnu Poccuiickoit @eneparuu 8 centsops 2010 r.,
peructpaumonnsiii N 18380); ¢ u3MeHeHHAMH, BHECEHHBIMH IPHKa30M MUHHCTEPCTBA KYJIbTYPHI
Poccuiickoit ®enepannu ot 16.02.2016 N 403 "O BHecennun wusMmeHeHuil B llepeueHb THIOBBIX
YIpaBIeHUYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOMIMXCS B IMPOIecCce NEATENbHOCTH TOCYIapCTBEHHBIX
OpPTaHOB, OPTaHOB MECTHOTO CaMOYIPABJIIEHHS W OpTraHM3alWd, C YKa3aHHEM CPOKOB XpaHEHWS,
YTBEpXKACHHBIM NMpUKazoM MuHucTepcTBa KyabTypsl Poccuiickoit dexepanum ot 25 aBrycra 2010 . N
558" (3apeructpupoBaH B MunHucTepcTBe Ioctuiium Poccuiickoit ®epepanmmm 15 mapra 2016 1.,
peructpanioHHbeiii N 41414), Kk aAMHHHCTPATUBHO-XO3IUCTBEHHON IEITEIHHOCTH OTHOCSITCS BOMPOCHI
1o COOJTIOJICHHIO TPaBHJI BHYTPEHHETO PACIOPS/IKa, DKCILTyaTallul CIYKEOHBIX 3/IaHUH, TPAHCIIOPTHOMY
00CITy’)KUBaHNUIO, BHYTPEHHEH CBS3M, 0OecIIeueHnIo 0e30MacHOCTH OpraHu3anuii.

[Mpuka3pl Mo TMYHOMY cOCcTaBy (GOPMHUPYIOTCS B Jiesia B COOTBETCTBHY CO CPOKAMU XPAHEHHUSI.
JIOKyMEHTBI B JIMYHBIX JeJIaX PacIioyiaraloTcs M0 Mepe WX MOCTYIUICHHS.

[lepenucka rpynmupyercs B Jeia MO TeMaTUKE W/WIM KOPPECIOHACHTAM U CHCTEMAaTH3UPYETCs B
XPOHOJIOTHYECKON ITOCIIEOBATEIbHOCTHA: JOKYMEHT-OTBET TIOMEMIaeTcs 3a JOKYMEHTOM-TIPOCHOOi
(3ammpocom). Ilpr BO30OHOBIIEHNH TIEPENUCKH 10 ONPENEIEeHHOMY BOIPOCY, HaYaBIISHCs B MPENbIIYIIEM
TOAY, JOKyMEHTHI BKIIFOYAIOTCS B JIENO TEKYIIETo rojja ¢ yKa3aHWeM MHAEKCA Jea MPEeNbIIyIero rojia.

DJNeKTpOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B 3JIEKTPOHHEIE JIela B COOTBETCTBHHM C HOMEHKIIATYypOr
JIeNT OpTaHM3aluy B TOH HH(POPMAIIMOHHON crcTeMe, B KOTOPOi OHU ObLTH CO3aHbl WA B KOTOPYIO ObLIH
BKJTFOYEHBI.

8.21. lnst obecriedeHrss COXPaHHOCTH, yUeTa JOKYMEHTOB U JIeN CTPYKTYPHOTO IOApa3JeNneHus U
OpraHu3alMy J0CTyNa K HUM IPOBOJUTCS KOMIUIEKC padoT:

CO3/IaHNE ONTHUMAIIGHBIX YCIOBUH XpaHEHUS JOKYMEHTOB H JIEN;
pasMelieHue e,

MIPOBEPKa HAIMYHS U COCTOSHUS JOKYMEHTOB U JIEIT;
COOJTFO/IEHNE TIOPSIKA BBIIAYH JIET.

8.22. Jlema pasMemaror B paboumx KOMHATax WA CIIEIUAIBHO OTBEICHHBIX IS JTOH IIENH
MOMENIeHNIX B IMKadax, Ha cTeiaxax, 9ToObl 00ECTIeYNTh UX COXPAHHOCTh W 3allUTy OT BO3JIEHCTBHS
BpENHBIX (haKTOPOB.

Hena i ux ydera u ObICTPOro MOMCKa AOJDKHBI paciiojaraTbCsi BEpTHKAIBHO, KO eIIKaMH HAPYKY
U B COOTBETCTBUM C HOMEHKJIaTypod nen. Ha kopemkax oOJOXKEK JeN YKa3bIBAIOTCS HWHAEKCH IO
HOMEHKJIAType JieJl, IPH HeoOXOAMMOCTH HOMEP TOMa Jiefna, aTy Aena. HoMeHkiaTypa fen uim BeITUCKa
U3 Hee TIOMeIaeTcsl Ha BHYTpEeHHEH cTopoHe mKada.
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8.23. HpOBepKI/I HaJIn4ug U COCTOSAHUA JOKYMCHTOB MU A€ B LECIAX YCTAaHOBJICHHUA q)aKTI/I‘{eCKOI‘O
HaJIn4us ACI JOJIKHBI IPOBOAUTHCA ACIOMPOU3BOAUTCIIEM IMOAPA3ACIICHUS B ClIydadaX:

nepes nepenadel JOKYMEHTOB B apXUB OpraHU3allug;
IIpH TIepeMEIEHNH e,

Ipd  CMEHE  PYKOBOIUTENS CTPYKTYPHOTO  mojpaszeiieHus, pykooautens  CiayxObl
JIEONPOU3BOJICTBRA;

MpU PEOpraHu3alvy U JIMKBUIAUA OPTaHU3aLUU WK CTPYKTYPHOTO OAPa3AeIICHUS.

[IpoBepka HajgMuusl MPOBOAMTCS MyTEM CBEPKM CTAaTel HOMEHKIATYpHI JeJl C ONMMCAHHUEM JIeNl Ha
0010XKe, a (HU3UYECKOe COCTOSHHUE [el OIpeAeNsercs IyTeM HX BH3yaJbHOro IpocMoTpa. Bcee
O0OHapyXKeHHBIE HEZIOCTATKH JIOJDKHBI (PUKCHPOBATHCS B aKTE MIPOBEPKU HAITMYUS U COCTOSIHUS JIEI.

8.24. B cimyuae BBISBIICHUS OTCYTCTBHS JIEN, YHCISAIIUXCS IO HOMEHKIATYPE JeJ, PYKOBOJCTBOM
MO/Ipa3ICICHN MPUHUMAIOTCA MEpPhI IO WX PO3bICKYy. Ecim po3pick Jen He JaeT pe3ynbrara,
COCTaBJISICTCS. CIIpaBKa O TPUYMHAX WX OTCYTCTBHUS, KOTOpas TMOAMUCHIBACTCS PYKOBOIUTEIEM
ropasaeneHus u npeacrasisiercs B Ciryk0y IeIonpon3BOICTBA.

®axT yrpaThl mena (nmen) ¢uxcupyercs B akte, cocrapisieMoM Ciry:kOoW JeIonpoM3BOACTBA U
PYKOBOJIMTEIIEM CTPYKTYPHOTO TOZpa3aeineHus (YIIOTHOMOYCHHBIM MM JIMIIOM) B TPEX K3eMIUIApax: 1Mo
OZHOMY D3K3eMIULIpy akTta XxpaHutcs B CiyxOe Iemompon3BOJICTBA M CTPYKTYPHOM IIOJPA3ZEIECHHH;
9K3EMIUISP aKTa MPEICTABIACTCS B apXUB OPraHU3ALMK TIPH Iepeade el CTPYKTYPHOTrO MOoApa3/ieNieHns
Ha apXWBHOE XpaHEHHE.

8.25. DxkcmepTu3a IEHHOCTH IOKYMEHTOB IPOBOIUTCS Ha OCHOBE 3aKOHOAATEIHHBIX WM HHBIX
HOPMATHBHBIX TPABOBBIX aKTOB Poccuiickoit demepaliny, yCTaHABIMBAIOIMINX TPEOOBAHUS K CpPOKaM
XpaHEHUs! JOKYMEHTOB, THIOBBIX M BEJOMCTBEHHBIX IMEPEYHEH IOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHEHUS:

TIPH COCTaBJICHUH HOMEHKIIATYPHI JET;
TIPH TIOATOTOBKE JEIT K Iepeaade B apXuB OPTaHU3aITHH;
B apXHWBE OpPTaHM3aIHH.

8.26. na opraHW3anmMu W TPOBEACHHUS pa0OTHl II0 DKCIEPTH3E IIEHHOCTH JIOKyMEHTOB B
OpraHU3aIMy MPUKA30M PYKOBOIUTENS CO3JIAeTCsl dKCIepTHAs komuccus (nanee - OK), B opranuzanusix,
MMEIOIIMX TIOABEJOMCTBEHHBIC OpraHU3anuy, GUINANLI, - [ICHTPATbHAS SKCIEPTHAsS KOMHUCCHs (aanee -
1I3K).

3amaun, dyakum, npaBa, opranuzamus paborsl DK (IIDK) ompenensioTcs monokeHHeM O HEW,
KOTOpOe pa3padaThIBaeTcss HA OCHOBAHHU MPHMEPHOTO MOJIOKEHUS, YTBEPKICHHOTO YIIOJHOMOYEHHBIM
(benepanbHBIM OPTaHOM HCHOJHUTEIBHOH BIACTH B cepe apXUBHOTO JIeNa U ACIONPOU3BOACTBA <31>.

<31> Ilpuka3 PenepanpHoro apxuBHoro arentcrsa or 11.04.2018 N 43 "OO yrBepkaeHUH
[IprmepHOro monokeHust 00 SKCIEPTHOM KOMUCCHU OpraHu3auuu” (3aperucTpupoBaH B MUHHCTEpCTBE
toctutuu Poccuiickoit ®@enepanuun 15.06.2018, perucrpannonnstii N 51357).

8.27. OcuoBHbIMH (pyHKIMAME DK sBRSOTCS:
OpraHu3anys eKeroJHOro 0T0opa J1es AJsl XpaHeHUs! 1 YHUUTOXCHUS;

paccMOTpCHHUEC W COrJIaCOBAHUC IIPOCKTAa HOMCHKIIATYPBI A€ OpraHU3aluu, onucen A€
MOCTOSIHHOI'O U BPEMCHHBIX (CBBIIHG 10 J'IGT) CPOKOB XpaHCHUSA, B TOM HYUCJIC 11O JINYHOMY COCTaBYy, aKTOB
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O BBIJICIICHUHN K YHUYTOXCHUIO ACJ, HC MOAJICKAIIUX XPAaHCHUTO,

y4acTHE B IOJATOTOBKE U PaCCMOTPEHUHU MTPOEKTOB HOPMATUBHBIX U METOJMYECKUX JOKYMEHTOB IO
BompocaM paboThI C TIOKYMEHTaMH B OPTaHH3alHH.

8.28. DkcmepTusa IEHHOCTH JOKYMEHTOB OCYIIECTBISETCS €XKErOJHO EIONPOU3BOIUTEISIMU
nonpasaeneHnii coBMecTHO ¢ OK opraHMsanmyd M TOJ METOAMYECKUM pyKoBOACTBOM CiyxObI
JeTIONPOU3BOACTBA OPraHU3AIINH.

8.29. Tlpu mpoBeAeHUHN SKCIEPTH3BI IIEHHOCTU JOKYMEHTOB IPH IOJATOTOBKE NN K Iepernaye B
ApXMB OpPTraHU3AINH OCYIIECTBISCTCS:

0TOOp TOKYMEHTOB MOCTOSSHHOT'O U BpeMEHHBIX (cBbIlIe 10 J1eT) CpOKOB XpaHEHUs ISl Iepeaayn B
apXuB OpTraHU3aLNY;

0TOOp TOKYMEHTOB BpeMeHHBIX (10 10 JIeT BKIFOUUTENBHO) CPOKOB XpaHeHus U ¢ moMerkamu "Jlo
MuHOBaHMs HamoOHocTu", "Jlo 3aMeHbl HOBBIMH", TOUICKAIIMX JaJbHEHIIEMY XpPaHCHHUIO B
CTPYKTYPHBIX MTOJIpa3AeTIeHMSIX;

BBIJICTICHUEC K YHUYUTOXKCHHUIO €I 3a MPEABIAYIINE I'0Jibl, CPOKU XPaHECHUA KOTOPBIX UCTCKIIN.

OZIHOBp €MCHHO TIIPOBEPACTCA KA4YC€CTBO W  IIOJIHOTAa HOMCHKIATYpPbl [A€JII  OpraHu3aluu,
MPaBUJIBHOCTb ONPEACIICHUA CPOKOB XPAHCHU A ICII.

8.30. [lema moctostHHOTO M BpeMeHHBIX (cBbimie 10 jeT) cpoKoB XpaHEHHS MOUIEKAT TOTHUCTHOMY
MIPOCMOTPY /IS BBIJICIIEHUS U3 UX COCTaBa JOKYMEHTOB BpeMeHHBIX (70 10 J1eT) CpOoKOB XpaHEeHN .

Hema ¢ ormerkoit "DIIK" moaBepraroTcsi MOTUCTHOMY IPOCMOTPY B IENAX OMPEIACICHUS U
BBIJICTICHHS U3 UX COCTaBa JIOKYMEHTOB, MOJISKAIINX MTOCTOSHHOMY XpaHEHUIO.

8.31. OTOOp PIEKTPOHHBIX JOKYMEHTOB JUIS TEpPEelayd B apXWB OpraHU3AlUH OCYIICCTBIISICTCS B
ABTOMATH3WPOBAaHHOM PEXHME ITyTEM O0TOOpa JJOKYMEHTOB M3 0a3 TaHHBIX WH()OPMAIIMOHHBIX CHCTEM I10
npusHaky "Uanekc nena" ("Cpok xpanenus").

8.32. Ilo pesympTaTaM »3KCIIEPTH3Bl IIEHHOCTH JOKYMEHTOB B OpraHU3allMH IPOBOAUTCS
oopMIICHHE IET M COCTABJIAIOTCS OIHUCH el TOCTOSHHOTO XpaHECHWs, BPEMEHHBIX (CBbIme 10 IeT)
CPOKOB XpaHEHHWs M IO JIMYHOMY COCTaBY, & TaKXKe AKThl O BBUICIICHHH K YHHUUTOXKCHWIO JIeN, He
MOJUTSKANINX XPAHSHHUIO.

Omnucu Aen MOCTOSHHOTO XpaHeHusI, BpeMeHHbIX (cBbImre 10 J1eT) CpoKOB XpaHEHHs U M0 JINYHOMY
COCTaBy, & TAaKKe aKThl O BBIJICICHUM K YHUYTOXKCHHIO JIeN, HE IOMICKANMX XPaHCHUIO,
paccmarpuBatorcs Ha 3acemannu OK (LIOK) oprammzammm ogroBpemenHo. CormacoBanaeie DK (LIOK)
AKTBI ¥ OMHCH YTBEPIKAAIOTCS PYKOBOJMTENEM OpPTraHU3aInH.

8.33. Jlema, obpazoBaBimmecs: B AEATEIFHOCTA OPTaHU3AIMHU ¥ TOUIEXKAIINE XPAHEHUIO, TIPOXOIIT
MOJHOE MM 4acTuuHoe opopmieHue. [lonHoMy odopmieHnio momiexar aeia BpeMeHHBIX (cBbime 10
JIET) CPOKOB XpaHEHUS M TOCTOSHHOro XxpaHeHus. [lema BpemeHHBIX (1o 10 7eT) CpOKOB XpaHEHHS
MOJUIEKAT YACTHYHOMY O OPMIICHHUIO.

Odopmienne nen NPOBOAMTCS B CTPYKTYPHBIX NOAPA3AEiCHUSAX OpPraHu3ald IO MECTY
(hopMHPOBaHUS JOKYMEHTOB B J€Ja.

8.34. IlonmHoE odopmiteHue flena Ha OYMakHOM HOCHTENE BKITIOYAET:
ohopmIiieHIE PEKBU3UTOB OOJIOKKH Jena 1o (hopme;
HYMEpALUIO JINCTOB B JIEIE;

COCTAaBJICHHUC JINCTA-3aBCPUTECIIA ACIIA,



COCTaBJICHHUC B H€O6XOI[I/IMI>IX cirydadax BHYTpeHHeP'I OIMUCHU JOKYMCHTOB ACJia;
MNOAIIMBKY U NCPCIJICT Acia,

BHECCHHE HEOOXOAMMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKKH Jena (yTOYHEHHE Ha3BaHUS
OpraHu3alliyi, MHICKCA Jieia, KpalHUX JaT Jena, 3aroioBKa Jiela).

Jlucr-3aBepuTens Jena, BHYTPEHHSST OMUCH JOKYMEHTOB Jiefla U O0JIOXKKa Jea COCTaBIISIOTCS 110
(dhopmam, ycTaHOBJICHHBIM [IpaBuiiamMu xpaHeHnus <32>,

8.35. Jlena BpemeHHBIX (10 10 J€eT BKIIOYUTENHEHO) CPOKOB XPAHEHMS, TIOICKAIINEC YaCTUIHOMY
oopmIieHHIO, JOMYCKAaeTCsl XPaHUTh B MAIKax, B KOTOPBIX Jella XPaHWIKCh B JCIOIPOU3BOJICTBE,
MepecUcTeMaTu3alys JOKYMEHTOB B JieJie HE IPOBOIUTCS, JIUCTHI Jiella HE HYMEPYIOTCS, JIMCTHI-
3aBEpUTENN Jiefla HEe COCTaBISIIOTCS. Ha o0NoKke nena B COOTBETCTBHM C HOMEHKJIATYpOW el
OpTraHM3alMK 3aIOJIHAIOTCS PEKBU3UTHI: HAMMEHOBAHHWE OpPTraHM3AllMY, HAUMEHOBAHHE IOJpPAa3JICIICHUs,
WHJIEKC JIeNia, 3ar0JIOBOK Jeia, CPOK XPaHEHHS JJOKYMEHTOB.

8.36. Ha obnoxke nenm BpeMeHHBIX (cBbime 10 JIeT) CpOKOB XpaHEHWS W MO JMYHOMY COCTaBy
YKa3bIBAIOTCS:

HaAaNMMCHOBAaHHC BLIHICCTOSIHIGﬁ opraHusanuu (OpI‘aHI/I3aHI/II/I -yT-IpeJII/ITeJISI); HAaMMCHOBAaHUEC
OopraHuv3anu - UICTOYHHNKAa KOMIIJICKTOBAHUA IrOCy1apCTBEHHOI'O (MYHI/IIII/IHELHBHOFO) apxXuBa,

HauMEHOBAHHUE CTPYKTYPHOTO MOApa3/ie/iCHus;
WHJIEKC JIeNa TI0 HOMEHKJIIAType Jel;

HOMEp ToMa (JacTH);

3aroJIOBOK Jenna (ToMa, YacTH);

KpaifHue JaThl Jena (ToMa, YacTH);
KOJIUYECTBO JINCTOB B JIETIE;

CPOK XpaHEHUs JIeNa;

ApXHUBHBIN MMM 1ema.

Ha oGnoxkax ngem IOCTOSHHOrO XpaHEHUs Hal HauMEHOBAaHHEM OPTaHU3alluM YKa3blBAETCS
HAaMEHOBAaHUE TOCYAAPCTBEHHOTO (MYHHIMIIAIBHOIO) apXHBA, HICTOYHUKOM KOMILJIEKTOBAHHS KOTOPOT'O
BBICTYIIA€T OPraHU3aALIMSL

8.37. Ilpu odopMireHUH OOIOXKKH JleNna:

HanMCHOBAaHHC BLIHJQCTOXLHeﬁ OpraHuzanuu (OpFaHI/ISaHI/II/I-y‘lpe,I[HTeJIH), npun ¢€¢ HaJln4iuu,
YKa3bIBaCTCA IIOJIHOCTBIO B HUMCHHUTCIIBHOM MAaACXKE, 1IOA TIIOJIHBIM HAWUMCHOBAHHCM B CKOOKax
YKa3bIBaCTCsA O(I)I/II_II/IaJ'ILHOG IMPUHATOC COKPAIICHHOC HANMCHOBAHUC (HpH €ro HaJ'II/I‘{I/II/I);

HaNMMCHOBAHUC OpraHU3alMN YKa3bIBACTCA IMOJIHOCTBIO, B MMCHUTCIIBHOM IMAaJCKE, C YKa3aHUCM
0(1)I/II_II/IaJ'ILHO MNPUHATOIO COKPAIICHHOI'0O HAMMCHOBAHHA (HpPI €ro HaJII/I‘{I/IPI), KOTOPOC YKa3bIBACTCA B
CKOOKaX Mocje MOJIHOTO HanMCHOBAHUA,

HaMMCHOBAHUC CTPYKTYPHOI'O MNOAPA3ACICHHUA YKA3bIBACTCA IIOJIHOCTBHO B COOTBCTCTBUU C
YTBep)KﬂCHHOﬁ CTPYKTypOﬁ OpraHusanuu (HpI/I HaJIMYUH COKPAIICHHOI0 HAaMMCHOBAaHUSA CTPYKTYPHOI'O
noapasacyiCHU OHO YKa3bIBACTCA B CKO6KaX);

HUHJACKC Acjia NPOCTABIACTCA B COOTBETCTBUU C HOMeHKJ’IaTypOﬁ JACJI OpraHrU3alnu,
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3aroJIOBOK J¢jia MEPCHOCUTCA M3 HOMCHKIIATYPBI A€ OpraHHu3alluy (B HCO6XOI[I/IMI>IX ClIydadx B
3aroJIOBOK BHOCATCA YTO‘{HGHI/DI);

naThl Aena (roa(bl) 3aBeJCHUS U OKOHYAHMSI JIea B JICIOMPOU3BOJICTRE).

I[Ipu wu3MeHeHMHM HAWMEHOBAHHS OpraHM3AllMM WM TOApa3ACiIeHUs B TEUCHUE IEPUOJa,
OXBAaTHIBAEMOTO JIOKYMEHTaMHU Jiejla, HJIU TP epeaye jJeja B qpyroe mojapasseiicHue Ha 00JIOKKE Jela
MO/ TIPEKHUM HAaNMMEHOBAHHMEM YKAa3bIBACTCSA HOBOE HAMMEHOBAHHWE OpraHU3aluu (IOIpa3felieHus ), a
MPeKHEe HAMMEHOBAHHUE 3aKIF0YAETCSl B CKOOKHU.

Wunexke nena u 3arojoBOK Jiela NMEPEeHOCATCS Ha OOJOXKKY M3 HOMEHKIATypbl naen. Eciu memo
COCTOUT U3 HECKOJBKUX YacTel, Ha 00JOXKKY KakJOro ToMa (4acTu) BHIHOCUTCS OOIIMI 3arojIOBOK Jieia
Y 3ar0JIOBOK Ka)/10¥ 4acTH (IIpU €ro HaJu4uu).

Haroii nen, coiep)kKallMX pacloOps/IMTENbHYIO JOKYMEHTAIlUIO, a TaKKe JeNl, COCTOSIIHMX M3
HECKOJIbKUX TOMOB (YacTeil), SBISIOTCA KpaiHUE JaThl JOKYMEHTOB Jejia, TO €CTh JaThl (YMCI0, MECSII,
roJl) perucTpanuu (COCTaBJICHHS) CAMOTO PAHHEro0 M CaMOr0 IO3HEr0 JTOKYMEHTOB, BKIIOYCHHBIX B
neno. [lpu aToM JieHp Mecsia (1Ba 3HaKa) W rofl (YeThIpe 3HaKa) 0003HAYalOTCs apaObCcKkuMH nuppamu,
Ha3BaHHUE MECilla MUIICTCA CIIOBOM. Ecau B ACJI0 BKIIIOYCHBI HOKYMCHTBI, AAaTbhl KOTOPBIX BBLIXOJAT 3a
KpaifHWe JaThl Jieia, TO IOJ[ JaTaMH Jiella, C HOBOW CTPOKH JieNaercsi 3amuch: "B jene mMerorcs
JOKYMEHTHI 32 ... Toz(b1)". JlaThl ea MOr'yT He YKa3bIBaThCs Ha O0JI0XKKE JeJl, COAEpKAIUX, HAPUMED,
TOOOBBIC ITJIAHBI U OTYETHI, TAK KaK OHU OTPAXXAarOTCA B 3aroJIOBKax J€C.

Hatamu gena, comepsKallero IPOTOKOJbI 3aCElaHuil, SIBIAIOTCS JaThl MEPBOIO U IOCIETHErO
IIPOTOKOIA.

Kpaitaumy matamu JTU9HOTO Aefa SIBISIFOTCA JaThl HOANMCAHUS TprUKa3a O mpreMe (IpH HaJIHIuu
TPYAOBOTO JOTOBOpa - JaTa 3aKII0YEHHUS TPYAOBOTO JOTOBOpA) M MpHKaza o0 yBOJbHEHWHU IHIlA, HA
KOTOpOE€ OHO 3aBe/ieHO0. B ciywae cmepTu nna, Ha KOTOpOE 3aBENEHO JeNT0, KOHEYHOH NTaTON SBISeTCS
JaTa TOKYMEHTa, N3BEIIAIOIIEro O ero KOHYMHe.

PexBusut "cpok xpaHeHHS Aena’ MEPEHOCHUTCS Ha OOJIOKKY JeNa W3 HOMEHKJIATYPHI JEN IMOCIe
CBEPKH €ro CO CPOKOM XpaHEHUs, YKa3aHHBIM B MEPEYHE THIIOBBIX JIOKYMEHTOB WJIA B BEIOMCTBEHHOM
nepevHe TOKYMEHTOB, € YKa3aHHEM CPOKOB XPaHCHHS.

Ha memax mocTossHHOTO XpaHEHUs MUIIETCS: "X PaHUTh ITOCTOSHHO" .

8.38. Ilo okoHUaHWW TONa B HAMITHUCH HA OOJOXKKAX MIEN MOCTOSHHOTO W BPEeMEHHBIX (CBbImIe 10
JIET) CPOKOB XPAHEHHs BHOCATCS YTOYHEHHS: MpPH HECOOTBETCTBHH 3aroJioBKa Jiel Ha OOJOXKKe
COJICPIKAHUIO MOIIUTHIX JJOKYMEHTOB B 3ar0JIOBOK Jiefia BHOCSTCS H3MECHEHHUS U IOTTOTHECHUSL.

HaumeHoBaHuWs1 OpraHM3allid W TMOMAPA3JCleHUs], TOA W HOMEp Jela MOTYT MPOCTaBIAThCS Ha
00JI0KKE C ITOMOIIIBIO IIITAMIIA.

8.39. B memsax obecrieueHUs] COXPaHHOCTH W 3aKPEIJICHUS TOPSIKA PACIIONIOKEHUS TOKYMEHTOB,
BKJIIOYEHHBIX B JI€JI0, BCE €r0 JIUCTHI, KPOME JIMCTa 3aBEpPUTENs M BHYTPEHHEH ONUCH, HyMEpYyrOTCS
apabckumy LUdpamMu BajoBOW Hymepauued. JIMCTel HymepyroTcs TrpaduTOBBIM KapaHAAIIOM WM
HyMepaTopoM (yrnoTpebiaeHne YepHUi U [IBETHBIX KapaHJallel Uil HyMepaluH JIMCTOB HE JIOIyCKaeTCs)
CBEpPXY BHHU3, LU(PHI MPOCTABISIOTCS B IPAaBOM BEpXHEM YIUIy JIMCTa, HE 3aJieBas TEKCTa JOKYMEHTA.
JIucTel BHYyTpEHHEN ONUCH HyMEPYIOTCS OTAECIBHO.

JIucTer JCJI, COCTOAIINX M3 HECKOJIBKHMX TOMOB HJIN ‘IaCTCﬁ, HYMCEPYIOTCA IO KaXKAOMY TOMY HJIN
4aCTHu OTACIIBHO.

JlokyMeHTHI ¢ cOOCTBEHHON HyMepalluel JINCTOB HyMEPYIOTCS B 00IIIeM MOPSIKE.

JIuct nroboro dopmara, MOAIIUTHIN 32 OMUH Kpaid, HyMepYyeTcs KaK OJUH JIUCT B IPAaBOM BEPXHEM
yriny. ClHO>KeHHBIH JMCT Pa3BOPAuYMBAETCS U HYMEPYETCsl B IPaBOM BEpXHEM yIily. JIUCT, CIOKEHHBIA U
MOJIIMTBIN 3a cepeuHY, OISKNT NEPEIINBKE U HyMEPYETCs KaK OJIUH JIUCT.



Ecnu B nmeno MOAIIUT KOHBEPT C BJIOKCHUEM, CHavdajla HyMEPYECTCAd KOHBCPT, 4 3aTCM O4YCPCAHLIM
MOPAAKOBBIM HOMEPOM KaXKJ0€ BJIOKCHHUEC B KOHBEPTC.

Ecnu B Hymepanuu auctoB pomynieHo 6onee 10 ommbok, Bce eino Hymepyercs 3aHoBo. [Ipu atom
cTapble HOMepa 3a4epKUBAIOTCS, U PSAIOM CTABUTCS HOBBIM HOMEp JUCTA.

[Ipu Hanu4YMK OTAETBHBIX OMIMOOK B HyMEpaIiH JICTOB JIOMyCKAaeTCs YIOTpeOIeHne TUTEPHBIX (C
OYKBEHHBIMH JIOTIOTHEHUSIMH) HOMEPOB JIUCTOB.

8.40. Ilocme 3aBepieHHS HyMEpalldu JIMCTOB COCTABJISETCS JIHCT-3aBEPUTENb JeNa, KOTOPBIH
pacmonaraercsi B KOHIE Jena. B nmcre-3aBeputene nudpaMud W MPOMHUCHIO YKa3bIBAIOTCS KOJIHYECTBO
JIUCTOB B JJAHHOM JieJie, OCOOCHHOCTH OTHEIBbHBIX JOKYMEHTOB (HESICHBIN TEKCT, Pa3phIBb, CKIICHKH).

Jluct-3aBepuTeNb Jeiia MOAMUCHIBACTCS €r0 COCTABUTEIEM C YKa3aHUEM JIOJKHOCTH, HHUIIMAJIOB U
(haMuIMu, 1aThl COCTaBJICHUS.

KonunuecTtBo a1cTOB B JCIEC, YKa3aHHOC B JIMCTC-3aBCPUTCIIC [I€JIa, IMPOCTABJIACTCA Ha 00J105KKE
Jcia.

Ecnu neno meperuiereHo u nonmuTo 0e3 JIMCTa-3aBEPUTENs], TO COCTaBJIIEHHBIN JIMCT-3aBEPUTEND
MOJIKJIEUBAETCS] K BHYTPEHHEH CTOPOHE 3a]JHEH O0JI0KKH Jiena.

8.41. llnsa yuera TOKYMEHTOB OINpPEENEHHBIX KaTErOpUi MOCTOSTHHOTO M BpeMeHHoro (cBeime 10
JIET) CPOKOB XpPaHEHHS, y4eT KOTOPBIX BbI3BaH CHENH(UKOW JTOKYMEHTAIMH, BKIIOYEHHOH B JIENO,
COCTAaBJISICTCS] BHYTPEHHSS OIUCh JOKYMEHTOB JieNa, IIoOMelaeMasi B €ro Hayallo.

BuyTpeHHss omnmch BKIIIOYAaeTcs B JieNa, HWMEIOIME OCOOYyI0 3HAYMMOCTh, a TakkKe B Jena,
chopMHUpOBaHHBIE 10 BHJAM JOKYMEHTOB, 3arojOBKH KOTOPBIX HE pacKphIBAIOT KOHKPETHOTO
COJIepKaHUS IOKYMEHTOB.

BHyTpeHHssT ONMUCHh JIOKYMEHTOB Jiefla COCTaBISIETCSl TaKKe Ha OOBEMHBIE JeNa MOCTOSHHOTO U
BpeMeHHBIX (CBbIie 10 JIeT) CPOKOB XpaHEHHUS B IEIAX y4eTa W OBICTPOrO HaXOXKICHUS JOKYMEHTOB B
nere.

B xonme BHYTpeHHCﬁ OIHMCHU YKa3bIBACTCA LII/I(i)paMI/I " IPOMNUCHIO KOJIMYCCTBO BKIIIOYCHHBIX B HEC
AOKYMEHTOB 1 KOJIMYECTBO JINCTOB BHYTpeHHCI;'I OITHCH.

BHyTpCHHSI?I ONHMCh OOKYMCHTOB J[€ja IOAINUCBHIBACTCA COCTABUTEIIEM C YKa3aHUEM JOJIKHOCTH,
MHHUIIUAJIOB U (I)aMI/IJ'II/II/I, JaTbl COCTABJICHUA.

Ecnu neno nmepemnsiereHo ¥ noAmMTo 6e3 BHYTPEHHEN OMMCH, TO COCTaBJIECHHAsI BHYTPEHHSS ONKChH
MOJKJIEUBACTCS K BHYTPEHHEH CTOPOHE JIMLIEBON O0I0KKHU Aena.

8.42. JIokyMeHTBI MOCTOSIHHOTO, BpeMeHHBIX (cBbIiie 10 JIeT) CPOKOB XpaHEHHs W MO JTUYHOMY
COCTaBY, COCTABJISIIOIIME [1€710, IOMEIIA0TCS B TBEPAbIC OOJI0XKKH M3 KapTOHA, IOALIMBAIOTCS B YETHIPE
MIPOKOJIa UM HEPEIIETAIOTCS € YI€TOM BO3MOKHOCTH CBOOOJHOIO YTEHHUS TEKCTa BCEX JOKYMEHTOB, J1aT,
BU3 U PE30JIONMH Ha HUX. Pe30mronuu pyKoBOACTBa, COCTABICHHBIE HA OTACNIBHBIX JINCTAX, IOMEIIA0TCS
nepen NOKyMEeHTOM. Ilpu moxaroroBke 1en K MOALIMBKE (IEperieTy) MpoBepseTcs MPaBHIIBHOCTh MX
¢opmupoBaHus, OQOpPMIICHHS, BCE IUIACTHUKOBBIE M METAJUIMYECKHE KpEIUIEHUS, a TaKke
TEpMOIEpPEIIeThl U3 JOKYMEHTOB YAAISIOTCS.

Jlena MOCTOSIHHOTO XpaHEHHs, COCTOSIIME M3 0CO0O0 IEHHBIX WM HEe(hOPMATHBIX IOKYMEHTOB,
MOTYT MPUHAMATHCS HA XPaHEHHE B 3aKPBITHIX TBEP/IbIX MAMKaX ¢ TPeMsl KIIallaHAMH U C 3aBsS3KaMH W B
KOpOOKax.

8.43. IloaroTroBka 3J€KTPOHHBIX JOKYMEHTOB K IEpefade B apXUB OPTaHU3ALUU OCYLIECTBIISETCS
CTPYKTYPHBIM TIOJpa3/ieicHUEM OpraHW3alud - BIAJENbLEM COOTBETCTBYIOLIEH HH(POPMAOHHOHN
CHCTEMBl COBMECTHO C TMOIpa3JielieHneM (ClenuaarcToM), 00ecreyrBaromuM (YHKIMOHUPOBAHUE
WH(POPMAITUOHHON CHCTEMBI.



8.44. HpI/I MMOATrOTOBKEC 3JICKTPOHHBIX JOKYMCHTOB, 0TO6paHHI)IX K Iepeaadyc B apxXuB OpraHu3aliuu,
BBITITOJIHAIOTCA CJICAYIONIME OCHOBHBIC TPOLICAYPhbL pa6OTLI C JOKYMCHTaMU:

KOHBEPTAIIUs JJIEKTPOHHOTO JIOKYMEHTa B (DOpMaT apXUBHOTO IOKYMEHTa <33>;

<33> Ilynxr 4.34 [paBui XxpaHeHHS.

¢dopmupoBanre B HMH(GOPMALMOHHON CHCTEME OpTaHU3allMK JIIEKTPOHHBIX JIeJ, SIBIISIOLIUXCS
COBOKYITHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB HJIM KOHTEHHEPOM 3JIEKTPOHHOTO JTOKYMEHTa,
BKJTIOYAIONIEM: KOHTEHT W MeTaJaHHBIC JIEKTPOHHOIO JOKYMEHTa, (hailiibl DIIEKTPOHHBIX TMOIIHCEH U
BH3YaJIU3UPOBAHHYIO KOITHIO TEKCTOBOT'O AJIEKTPOHHOTO JJOKyMeHTa B (hopmare PDF/A <32>;

(hopMHpOBaHHE OMTUCH AJIEKTPOHHBIX JIEN, IOKYMEHTOB CTPYKTYPHOTO MO/Ipa3/IeieHus;

MUTpanus 3JCKTPOHHBIX JOKYMEHTOB Ha (PU3UYECKH 000COOJIEHHBbIE MaTepHalibHble HOCHTEINH,
€CIIM JIOKYMEHTBHI TIepellaloTCd B apXUB OPraHW3alue He M0 WH(QOPMAIOHHO-KOMMYHUKAITHOHHBIM
KaHaJaMm;

IIPOBEPKa BOCIIPONU3BOJUMOCTHU IJICKTPOHHBIX JOKYMCHTOB;
MIPOBEPKa JICKTPOHHBIX TOKYMEHTOB Ha HAJIMYNE BPEAOHOCHBIX KOMIIBIOTCPHBIX ITPOI'paMM;

MTONTBEP)KIACHUE LEIOCTHOCTH JJIEKTPOHHOTO JieNa DJIEKTPOHHOH MOANUCHI0 PYKOBOIUTEIS
CTPYKTYPHOTO TIOApa3JelieHus] (MHOTO YIIOMHOMOYEHHOI'O JIMIA), OCYIIECTBIISIOIIErO IOATOTOBKY
3MEKTPOHHBIX JOKYMEHTOB K Tepeadue B apXHUB OpraHM3aIHiH.

8.45. DneKTpOHHBIE ITOKYMEHTHI TIEPENAIOTCS B apXWB OpraHU3alud 1o HWHHOPMAIMOHHO-
TENIEKOMMYHHKAIIMOHHON CeTH WU Ha (HU3WYecKd OOOCOONEHHBIX HOCHUTEISIX B COOTBETCTBHU C
YCTQHOBJICHHBIMU TpaBuiamMu <32>, 0e3 COXpaHEHWs JaHHBIX OJEKTPOHHBIX JIOKYMEHTOB B
COOTBETCTBYIOIIUX WHPOPMAIIMOHHBIX CHCTEMAaX.

8.46. Ommcy Aen cocTaBISAIOTCS B CTPYKTYPHBIX TTOJIPA3IEIEeHUSIX OpTaHU3aI|H O]l METOANYECKIM
pykoBoacTBoM City>kOBI IETOMPOU3BOJICTBA.

Omnwcy el COCTABIISIOTCS OTMENBHO Ha JieNia MMOCTOSHHOTO XPAaHEHHST; Jiejia BpeMeHHbIX (cBbitie 10
JIET) CPOKOB XpaHEHUS; Jea 10 JTHYHOMY COCTaBy, 3JCKTPOHHBIE Jea, a TAKKE Ha Jena, COCTOSIINE W3
JOKYMEHTOB, XapaKTEePHBIX JIIsl JAHHOW opraHu3amuu (cyneOHbIe, CICACTBEHHBIC JIeNla, HAyYHbIC OTYETHI
10 TEMaM).

Omnwcu men CTPYKTYPHBIX MTOAPA3AETIeHUN COCTABISIIOTCS IO JopMaM, ycTaHOBICHHBIM [IpaBunamu
XpaHeHus <34>.

o onucsiM nen cTpyKTYpHBIX HOAPa3AeNeHUI TOKYMEHTHI IIEpeJaroTcsl B apXUB OpraHU3aliu.

Ha Ac1a BPEMCHHBIX CPOKOB XpaHCHUA (,Z[O 10 ner BKJ'IIO‘II/ITGJ'IBHO) OIMMCHU HE COCTABJIANOTCA, U B
ApXUB TaKUC [ICJIa HC IICPCAAOTCA.

[Ipu nanmnuum B opranuzauuu CO/ onucu nen GopMUpyIOTCS B CUCTEME.

8.47. OnucH fen CTPYKTYpHBIX MOApa3AeNeHUH NPEeICTaBIsAIOTCA B apXUB OpraHU3alll HE paHee,
4yeM 4epe3 OJIMH ToJl, U He NI03/IHEee, YEM Yepe3 TPU roja 1ociie 3aBepIIeHts IeN B JeI0MPOU3BOCTBE.

8.48. OTaenbHasI ONMKCH MPECTABISAET COOO0M TepeueHb OMUCATENBHBIX CTATEH ¢ CAMOCTOATEIBHON
MOPSIKOBOM HyMepaluen, Kak1as U3 KOTOPBIX JODKHA BKIIIOYATh CIEAYIOIINE CBEICHUS:
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MOPSAAKOBBIA HOMEP J€Na MO OIUCH;
WHJIEKC JIeNa;

3aroJIOBOK JIeNa;

KpaliHue JaThl Aena;

KOJIMYECTBO JINCTOB B JCIIC;

CPOK XpaHEHUS JIENa;

MPUMEYAHUS.

8.49. Ilpu cocTaBJCHUM OMMCU JIEJI CTPYKTYPHOI'O IOAPA3ZCiACHHs COOTIOIAOTCS CIACAYIOIINE
TpeOOBaHUS:

3aTOJIOBKH JIeI BHOCATCS B OMKCH B COOTBETCTBHM C IPHUHAITOW CXEMOH CHCTEMAaTHU3aIliu e,
3aKpEIUIEHHOW B HOMEHKJIATYype Jel;

KaXXIo€ [O€J10 BHOCHUTCA B OINHCH IOA CaAMOCTOATCIBHBIM ITOPSAAKOBBIM HOMEPOM (eCJ'II/I JECII0
COCTOUT H3 HECKOJIBKHX TOMOB HIIH LIaCTeI‘/'I, TO Ka)K)II)II\/’I TOM WM YaCTb BHOCATCA B OIIMNCH IIO[
CaMOCTOSTEIIbHBIM HOMEPOM);

MOPSIIOK HyMEPALIMU JIENl B OIIMCH - BaJIOBBIN;

rpadpl OMUCH 3aIOJHAIOTCS B COOTBETCTBHH C TEMH CBEICHUSAMH, KOTOPbIC BRIHECEHBI HA 00JI0XKKY
Jena;

MIPH BHECEHHUH B OMKChH MOAPS JIeN (TOMOB, YacTei) ¢ OJIMHAKOBBIMH 3arOJIOBKaMH 3ar0JIOBKH BCEX
nen (TOMOB, YacTeil) MUIYTCS TOTHOCTBIO; IPY BHECEHWH B OMHUCH MOCIIEHETO 3aroJIoBKa JO0aBISETCS
cioBo "[locnenuamnii");

rpada ommcu "llpumeuanus" wucnodbp3yercs I OTMETOK O TpHUEMe J1ed, OCOOEHHOCTSX WX
(hM3MUECKOTO COCTOSTHUS, O TIepenade e APYTUM CTPYKTYPHBIM MTOIpa3AeleHHeM CO CCBUIKOW Ha akT, O
HAJIMYUUA KOTHUH.

8.50. Ilepem BHECEHHEM 3aroJIOBKOB NI€J B OMNHCH ITPOBEPSIOTCS KadecTBO (HOPMHPOBAHHS H
ohopMIIEHUS JIe], COOTBETCTBHE KOJIMUYECTBA JIE, BHOCUMBIX B OIMUCH, KOJUYECTBY 3aBEICHHBIX JEN IO
HOMEHKJIATYpE JIeN OpraHU3allHH.

B xoHIe ommcu Bciieqm 3a IOCJICOHEH ONMCATENIFHOM CTAaThel 3amloNHSCTCS WTOroBas 3aIlich, B
KOTOpOH yKa3bIBalOTCS (IM(paMu M TPOMHCHI0) KOIMYECTBO JEN, YHCISAIIMXCS IO OIHCH, TIEPBHIH U
MOCTIEIHUH HOMepa JIeNl 10 ONKCH, a TaKKe OroBapHBAIOTCS OCOOEHHOCTH HyMepaluu el B OIHCH
(TMTepHBIE HOMEpA U MPOMYIIIeHHBIE HOMEpPa).

8.51. IlopsiAoK MpUCBOEHHSI HOMEPOB OMUCSAM J1€]1 CTPYKTYPHBIX MOAPA3ACICHUN YCTaHABIUBAETCS
10 COTJIACOBAHMIO C apXMBOM OpraHU3aLUH.

8.52. IIpu cocTaBiaeHUH OMUCH 3IEKTPOHHBIX JE] B OMUCH BKIIFOUAIOTCSL:
TIOPSZIKOBBI HOMEP AJIEKTPOHHOTO JIENa IO OIHCH;

WHJIEKC DJIIEKTPOHHOTO JIeNa;

3aroJIOBOK Jiena;

JaTa fiena (Toma, 4acTH);

CPOK XpaHCHU: AcCa,



00beM 3JeKTpOHHOT 0 Jena B MO;
PUMEYaHUSL.

B cocraBe omucu snektponHbix aen B COJIl dopmupyercs peecTp 3IEKTPOHHBIX JOKYMEHTOB
(KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBalOTCS CBEACHUS 00 AJIEKTPOHHBIX
JOKYMEHTaX, BKIIOUEHHBIX B KaXJI0€ 3JIEKTPOHHOE JEIO.

8.53. Onmcu Aen CTpyKTYpPHOTO MOAPa3ICICHHs] MTOAUCHIBAIOTCS PYKOBOAUTEIEM MOApPAa3IeTICHuUs,
cornacoBbiBaroTcs DK crpykTypHOro noapasaeneHus (npu ee Haauunu) u Ciyx00ii 1e10mpoOn3BOICTBA.
PeeCTp OJICKTPOHHBIX AOKYMCHTOB, HBJ'I;IIOHII/II\/'ICSI MNPUIOKCHUEM K ONKCH 3JICKTPOHHBIX NOKYMCHTOB,
MOJIITUCBHIBACTCS COCTaBUTEIEM peecTpa C YKa3aHUEM JO/DKHOCTH, WHUIMAJIOB, (aMuauM, OaThl
COCTaBIICHHS.

8.54. Omucu men CTpyKTYPHOTO MOApa3AeiIeHUs] OPTaHU3aI[UN COCTABIISIOTCS B ABYX K3EMIUISIpax
Ha OyMa>KHOM HOCHUTENe, OJIMH M3 KOTOPBIX IepelaeTcsi BMECTe ¢ JellaMH B apXHB OpraHH3aluu, a
BTOPOH OCTaeTcs B KauyecTBE KOHTPOJIBHOIO JK3eMIUIsipa B CTPYKTYPHOM Nojpa3zjieneHuu. B apxus
OpraHU3alMy TaKXKe MepelaeTcsl Mo SK3EMIUIIPY OMHCEH Jiel B JJIEKTPOHHOM BUJIE B PEIAKTHPYEMOM
dbopmaTe IS UCIONB30BAHMS B JaJIbHEHINIEM JUIsl MTOATOTOBKH apXUBHBIX OIMMCEH e, JOKYMEHTOB
(TOIIOBBIX pa3eNioB).

8.55. Jlena mepemaroTcs Ha XpaHEHHE B apXUB OPraHU3AlMH B COOTBETCTBHH C TpauKkoM mepemnadn
JOKYMEHTOB, YTBCPXKXACHHBIM PYKOBOJUTEIEM OpraHu3aliui WJIWM WUHBIM YIIOJTHOMOYCHHBIM UM JIMIIOM H
COIVIACOBAHHBIM C PYKOBOAMUTENSIMU CTPYKTYPHBIX ITOAPA3ICIICHAMN.

8.56. Jlema mocTosHHOTO W BpeMeHHBIX (cBbimie 10 J5eT) CpoOKOB XpaHEHUs, JOKYMEHTHI II0
JIMYHOMY COCTaBY, 3JIEKTPOHHBIE JOKYMEHTHI IIEPENAOTCS B apXUB OpraHU3allUd HE paHee, uyeM 4epes
rofl, ¥ He M03/IHEe, YeM Uepe3 TPU Iojla I0CiIe 3aBEPLICHUS X B JIJIONPOU3BOICTBE.

8.57. Ilepemawa paem B apXWB OPTaHHW3AIlH TPOU3BOAUTCA IO OIMUCAM JET CTPYKTYPHBIX
Nojpa3ielIeHUuM.

8.58. YmoaHOMOYECHHBIH paOOTHHK apxXWBa TIPOBEPSET TMPaBHILHOCTE O(QOpMIICHHS U
(dbopMHpOBaHUS JieNl, TPaBUJIBHOCTh COCTABIICHUS ONUCEH JieN, COOTBETCTBHUE KOJNHMYECTBA Jiel,
BKITIOYEHHBIX B OITUChH, KOJMYECTBY e, cHOPMUPOBAHHBIX B COOTBETCTBUH C HOMEHKIIATYP OH JIEl.

BrisiBneHHbIe TIpH TIpOBEpKe HENOCTAaTKH B (OPMHUPOBAHMHM ¥ OGOPMIIEHWH e paOOTHHUKH
CTPYKTYPHOTO TIOJJpa3/ieleHnst 00s3aHbl YCTPAHUTh B IByXHEICIBbHBII CPOK.

8.59. Ilpuem Kaxxgoro Jema B apXuUB OpraHU3aLUU  I[IPOM3BOOUTICS B  IPUCYTCTBUH
JEeTIONPOU3BOANTEISL CTPYKTYPHOro moxpaszaeneHus. Ilpu sTom Ha 0oOoux 3K3eMIUIApax OMHMCH NPOTHB
KayK/10TO JIeNa, BKIIOYEHHOTO B Hee, JIeaeTcs OTMETKa O HaJM4YuM Jena. B KOHIle KaXIoro sK3eMIuLipa
OIIMCH B WTOTOBOW 3aIMCH yKa3bIBaeTcsl LU(PaMU U MPOMHUCHIO KOJIWYECTBO (PAKTUUECKU NMPHUHSTHIX B
apxuB JieJl, B TOM YHCJE 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOLIMX A€, JaTa NpueMa-lepenadd Aenl, a
TaKke MOAIMCH JIMLA, OTBETCTBEHHOT'O 3a apXUB, U JIUIA, IepelaBIIero aena.

Hrorosas 3aIIMCh MMOATBCPIKAACTCS IMOAIMHUCAMU COTpyAHUKA apxnBa nu COTpyAHHKA
(ILCJ'IOHpOI/ISBO,Z[I/ITeHﬂ) CTPYKTYPHOI'O moApasAcCiICHUs, NCpCAAaBLICIO [JCjila Ha 6yMa)KHOM HOCHUTCIIC U
QJICKTPOHHBIC J1€J1a.

8.60. Ilepenaua »yIEKTPOHHBIX JOKYMEHTOB B apXWB OpraHM3allUM MPOM3BOAMUTCS HA OCHOBaHHUH
OIUCEN HIIEKTPOHHBIX A€M M0 WH(POPMALMOHHO-TEICKOMMYHHUKAIIMOHHONW ceTu (MPH HaJM4YUH B apXHUBE
opraHu3anud HMH(QOPMAIMOHHOW CHUCTEMbl) WM Ha (HU3UYECKH 000COONEHHBIX MaTepHalbHBIX
HOCHUTEINAX, KOTOPBIE MPEACTABIAIOTCA B IBYX HJICHTUYHBIX dK3EMILISAPAX.

8.61. B cimyuae NMKBHIAIMM WIM PEOPraHU3alMM CTPYKTYPHOIO MOJpAa3/ENeHUs OpraHu3aluu
JeTIONPOU3BOANTEIb OAPA3/ETICHUS B IEPHUOA MPOBEACHUS JIUKBUIALIMOHHBIX MEPONPUATHI (HOPMHUPYET
BCE MMEIOIIMECS IOKYMEHTHI B Jienia, oOpMIISIET JIeNa U IepefacT uX B apXUB OpraHU3aliy, HE3aBUCUMO
OT CpOKOB XpaHeHHus. llepenaya nen ocymecTBisieTcs Mo ONMKUCAM JelT 1 HOMEHKIJIaType JIeN.



8.62. Ha mena ¢ MCTeKIIMMHU CpOKaMH XpaHEHHUS B CTPYKTYPHBIX HOJpAa3/ENeHUAX OpraHU3aluu
COCTABJISIIOTCSl MPEAJIOAKEHUS] K aKTy O BBIACIEHHMM K YHHUUYTOXEHHMIO JOKYMEHTOB, HE MOAISKAIINX
xpaHeHuto (1o opme, ycranosnennoit [IpaBunamu xpanenus <35>.

Ha ocHoBe nmpeanoxeHuit CTpyKTypHBIX monpasnenenuii Ciryxx0a eonpon3BoACcTBa OpraHUu3aIin
COCTAaBJISICT aKT O BBIICICHUH K YHHUTOXKEHHUIO JTOKYMEHTOB, HE MOICKAIIMNX XPaHEHUIO, Ha Jea Bcei
OpTaHM3aIIMY 110 TOMH ke (hopMe. 3aroJOBKU OJHOPOIHBIX JIe], OTOOPAaHHBIX K YHUUTOKEHHIO, BHOCSITCS B
aKT T10J] OOIIIM 3ar0JIOBKOM ¢ yKa3aHUEM KOJIMYECTBA Je)l, OTHECCHHBIX K JAHHOH TPYIIIIE.

8.63. Jlema BKIIOYAIOTCSI B aKT O BBIJEIEHUM K YHHUYTOXKEHHUIO JOKYMEHTOB, HE TMOAJIEKAIINX
XpaHEHUIO, €CIM TPEAYCMOTPEHHBIM A HUX CPOK XpaHEHUsS HCTeK K | sSHBaps roga, B KOTOPOM
cocTaBlieH akT. Hanpumep, 3akonuennsie B 2014 roay nena ¢ 3-1eTHUM CPOKOM XpaHEHUSs, MOT'YT OBITh
BKJIIOUEHBI B aKT, KOTOPBIN OyzeT coctaBieH He paHee 1 saBaps 2018 roxa.

8.64. Jlena ¢ ormerkoit "OIIK" <36> mopnexaTr MOJUCTHOMY IMPOCMOTPY B LEISIX BBIABICHUS
JOKYMEHTOB, MNOMICKAININX ITOCTOSIHHOMY XPaHCHUIO. BreisiBieHHBIE B TaKHX Acinax IOOKYMCHTBI
MMOCTOSAHHOI'O XpaHCHUSA BBIACIAIOTCA U HNPUCOCANHAIOTCA K OJHOPOAHBIM J€lIaM WA (1)OpMI/Ipy}OTC$I B
CaMOCTOSITEIIHBIC JIeNa.

<36> Otmerka "JI1K" o3Havaer, 4YTO YaCTh JOKYMEHTOB MOXKET OBITh OTHECEHA K CPOKY XpaHEHUS
"MOCTOsTHHO".

OcranpHbIe TOKYMEHTHI aeia ¢ orMerkoi "OIIK" BimrowaroTcs B akT, mpu 3ToM oTMerka "OIIK" B
aKTe HE YKa3bIBaETCA.

8.65. AKT 0 BBIENEHHH K YHHYTOKEHUIO JAOKYMEHTOB, HE TMOMJISKAIIUX XpaHEHHIO,
MIPEJCTABIIIETCS HAa PAacCMOTpeHHe U corjacoBaHue DK OTHOBPEMEHHO C OMHCSIMH JEN ITOCTOSHHOTO
XpaHEHHS U M0 JMYHOMY COCTaBY.

8.66. AKT 0 BBIJIEIEHUN K YHUYTOXKEHUIO TOKYMEHTOB, HE MOJICKAIINX XPAaHEHHIO, YTBEPKIAETCS
PYKOBOIHTENIEM OpraHu3anuu mnocie yreepkaeHus DIIK apXuBHOro ydpexaeHus, rocyaapCTBEHHOTO
WJIN MYyHHIIUIIAIFHOTO apXHWBa B COOTBETCTBUH C IPEIOCTABICHHBIMH €My IOJHOMOYHMSIMH ONHUCEH e
MIOCTOSIHHOTO XPAaHEHHS M COIVIACOBAaHMS ONHCEH el IO JIMYHOMY COCTaBy, IIOCNIE HYero nena,
BBIJICTICHHBIC 110 aKTy K YHHYTOXXEHHUIO, MOTYT OBITh YHHUYTOXKCHBI.

8.67. Jlena, momiexaiye yHHYTOXXEHUIO, TIEpEAaroTcs Ha repepabotky (yrunmsanuio). [lepemaqa
nen ohopMIIseTcs MPUeMO-CIaTOYHON HaKIIaHOM.

[locne yHndTokeHus 1eid B HOMEHKJIATYpe el MPOCTAaBIIAIOTCS OTMETKH, 3aBepsieMble TOAMUCHIO
cnenuanucta Ciry>KObI JeJIOIPON3BOICTBA, U TATOU:

"Vuuuroxeno. CMm. akt N oT . llognuce, naUMAEL, hamMias'".

8.68. BHCKTpOHHLIe JAOKYMCHTBI C HCTCKIOIMMHU CPOKaMH XPAHCHHA IMOMJICIKAT BBIACICHUIO K
YHUYTOXCHHUIO Ha O6I].IPIX OCHOBAHUAX, IIOCJIC YCro MpOBOAUTCA HX (I)I/I3I/ILI€CKO€ YHUUTOKCHUC HIIN
YHUYTOXCHUC MPOIrpaMMHO-TCXHUYCCKUMU CpPEACTBAMU C COOTBG’TCTBy}OH_Ieﬁ OTMETKOM B aKTe O
BBLACIICHUHN K YHUYTOXCHHUIO 3JICKTPOHHBIX JOKYMCHTOB.

BHGKTPOHHBIG AOKYMCHTBI CHUUTAKOTCA YHUYTOXCHHLBIMH, €CJIM HUX HCIb3d BOCCTAHOBUTH
CpcacTBaMu I/IH(l)OpMaL[HOHHOI}'I CHUCTEMBI Ha HOCUTCIIAX HH(bOpMa]_II/II/I " U3 PE3CPBHLIX KOIIUH.

8.69. AKTBHI O BBIJCTIECHUU K YHHUUTOXKEHUIO TOKYMEHTOB, HE MOJUICKAIIUX XPAHEHUIO, XPaHSITCS
MTOCTOSIHHO B jiene (DoH/a.
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IX. Opranuzanusi 10cTyna K J0KyMeHTaM M X HCIO0Jb30BaHUS

9.1. Beimaua nen, Haxomsammxcs Ha XpaHeHun B Ciry:kOe JEIONMPOU3BOACTBA, CTPYKTYPHBIX
MOJIPa3ACICHHUSIX OpraHu3alMi pa0OTHUKAM JPYTrUX MOAPA3JeICHUIN Ui O3HAKOMIJICHUS W (WJIH) JUIS
BPEMCHHOTO HCIIOJIBb30BaHMSI B pabOTEe MPOM3BOIUTCH IO 3ampocaM, MOANMUCAHHBIM PYKOBOAUTEIEM
(3aMecTuTENEeM PYKOBOJUTENS) CTPYKTYPHOI'O MOAPA3ACICHUS, 3aIPAIIMBAIONIETO 1eN0 (HOKYMEHT) U C
paspemenus pykoBoautenst CinykObl IEIONPOU3BOCTBA WIIA CTPYKTYPHOTO TIOPa3ICICHHUs, JOKYMCHTBI
KOTOPOTO 3aIlpalInBaloOTCsl.

9.2. Jlena, TOKyMEHTHI BBIJAIOTCS BO BPEMEHHOE TOIB30BAHHE PaOOTHUKAM OPTaHHU3aI[iM Ha CPOK
He 00JIee OJHOr0 MecsIa.

locynapctBeHHbIM oOpraHaM (cyneOHBIM, TPaBOOXPAHUTEIBHBIM, OpPTaHaM TOCYJAapCTBEHHOTO
KOHTpOJII W Haja30pa) Jena WU OTAENbHBIE JOKYMEHTHI BBIJAIOTCS HAa OCHOBAaHMM WX IHCHhMEHHBIX
3aIPOCOB € Pa3pELIEHUs PYKOBOAUTENS OPTaHU3alMU WM UHOTIO YIIOJIHOMOYEHHOIO UM JIMLA, 110 AKTaM
Ha CPOK He OoJiee MeCTH MECSIIEB.

[Tpu HEOOXOAMMOCTH CPOK HUCIIOIH30BAHUS JJOKYMEHTOB MOXKET ObITh ITPOJIJICH.

9.3. B nrucpbMeHHOM 3ampoce pabOTHUKOB OPTaHMU3AIMY O BhIJa4e JOKYMEHTOB ([1eJ1) BO BPEMEHHOE
MOJIb30BAHUE W3NAraloTCsl TMPUYMHBL, 1O KOTOPBIM 3ampammBaercd Jeno (AOKYMEHT) U  Ielb
HCIIOJIb30BaHWA JOKYMEHTOB, HAXOAAIIUXCA Ha OIICPATHUBHOM XPaHCHHU.

9.4. Ha BBIZaHHOE JEIT0 3aBOJUTCS KapTa-3aMeCTUTENh, TIOMEIaeMasi Ha MECTO BBIIAaHHOTO Jiena. B
HEeH YKa3pIBAIOTCS HWHACKC Jejla, JaTa €ro BBIIa4H, KOMY Jeli0 BBIJIAHO, JaTa €ro BO3BpAICHUS,
peaycMaTpUBatOTCst rpadbl sl MOAMKCEH B IMONydYEHUH U ITPUEME JIea.

Ha Mecro wu3bATOr0 MOAIMHHHKA JOKyMeHTa paOoTHHK Ciy:kObl JEIONPOU3BOJACTBA HIIH
JIEIONPON3BOIUTENH TTOAPA3ICICHIS BKIAABIBACT B JAEJIO JINCT-3aMECTUTENh ¢ YKa3aHUEM, KOT/1a, KOMY H
Ha KaKOH CpOK BBIJaH JOKYMEHT W TIOAMHCAMH B TONYYCHHMH W TpueMme jaena. llpw sTom B meno
TTOMEIIAETCS 3aBEPCHHAS KOIHS JTOKYMEHTA.

[locne pemeHust Bompoca, sl PACCMOTPEHHs] KOTOPOro Jena (JOKYMEHTHI) H3bIMAlMCh I10
3ampocaM TOCYAAapCTBEHHBIX OpraHOB, IOMJIMHHHUKH JIOKYMEHTOB JOIDKHBI OBITH BO3BpAIIEHBI B
OpPTaHMU3AIHIO U TIOMEIIEHBI B JIENO.

9.5. DnexkTpoHHBIE MOKYMEHTHI, HAXOJAAIIMECS Ha ONEpAaTUBHOM XpaHEHWHW B 0a3ax IaHHBIX
MH()OPMAITMOHHBIX CHUCTEM, BBIIAIOTCS UIS WCIOIB30BAHUS B BHJE KOMWN AJIEKTPOHHBIX TOKYMEHTOB B
COOTBETCTBHH C ITYHKTOM 2.51 HHCTPYKLIMH.

9.6. Ilopsimok mocTymma paOOTHUKOB OPTaHM3AIlMU K JOKyMEHTaM, pa3MmemniaeMbiM B CO/l i nHoi
WH(POPMALIMOHHON CHUCTEME, YCTAHABJIMBACTCS JIOKAJbHBIMM HOPMAaTHBHBIMH AaKTaMH OpraHW3aluy,
ONPEHESIOIMMHE  HOPAJOK 3KCIUTyaTalud HH(QOPMALMOHHOW CHCTEMBI, U B COOTBETCTBUH C
MIEPCOHAILHBIMA YYETHBIMH 3ancsiMu paboTHUKOB B COJ mmn mHO# HH(POPMAaIMOHHON cHUCTEME.

PaboTrHnkaMm, He WMEIOIIMM IpaBa JOCTYNa K COOTBETCTBYIOMICH WH(OPMAIMOHHOW CHCTEME,
3JIEKTPOHHBIE IOKYMEHTHI BBIJAIOTCS B COOTBETCTBUM ¢ MyHKTaMHu 9.1 - 9.3 uHCTpyKUMu, Ha (HPU3NUECKH
000CO0JIGHHOM HOCHTENE, BBICBUIAIOTCS IO 3JEKTPOHHOMY ajapecy paOOTHHKA, 3alpalllBarolIero
JOKYMEHT, WX UHBIM 00pa3oM.

9.7. B Cnyx0e nenonpon3BOACTBa, CTPYKTYPHOM IIO/Pa3/CiCHUH, BBIJABIIEM JAEN0 (ZOKYMEHT)
BE/IETCSl y4eT BBIJAHHBIX A€M (JOKYMEHTOB) M KOHTPOJb MX CBOEBPEMEHHOI'O BO3BpAaTa. DJIEKTPOHHBIE
nena (ZOKyMEHTbI) BO3BpaTy HE MOAJIEKAT.

9.8. PaboTHUKM opraHu3anuu OO0sI3aHBI O0ECIIEYMBATh COXPAHHOCTH IONyYEHHBIX BO BPEMEHHOE
MOJIb30BaHUE JOKYMEHTOB (J1e]1) Ha OyMa)>KHOM HOCHTEJIE U HMCIIONb30BaTh MOIYYEHHYI0 WH()OPMAIUIO B
CIIy’)KEOHBIX TENAX B COOTBETCTBHUH C TPEOOBAHMSIMU JIOKAIBHBIX HOPMATHUBHBIX aKTOB. 3alpeliaercs
nepeqada IOMYyYEHHBIX JIOKYMEHTOB WM MX KOMHA pa0OTHHKAM JPYIHX MOApa3JelieHud Win
OpraHu3alui.



9.9. Uzwsatne (BBIEMKA) JOKYMEHTOB, OOpa30BaBIIMXCA B JCATCIBHOCTH OPTaHU3AIINY,
MIPOU3BOUTCS B COOTBETCTBUU C 3aKOHOJATENBCTBOM Poccuiickoit denepanuu.

9.10. U3bsatue (BI)IGMKa) JOKYMCHTOB IMPOU3BOJAUTCA Ha OCHOBAHUHN NHUCBMCHHOI'O PACIIOPSKCHUA
(HOCTaHOBHeHI/Iﬂ) COOTBCTCTBYIOIICTO OpraHa BJIACTU C Pa3pClICHUA PYKOBOAUTCIA OpraHU3alliu WA
HWHOT'0O YITOJIHOMOYCHHOI'O UM JiMlia C U3BCIICHUCM PYKOBOAUTEIIA MMOAPA3ACICHUA, JOKYMEHTBI KOTOPOIo
HU3BIMAKOTCA.

9.11. dakT u3bATUS (BBIEMKH) IOKYMEHTOB (PUKCHUpYeTCsl B IPOTOKOJNE (aKTe) M3bATUS (BHIEMKH)
JOKYMEHTOB, KOTOpBI COCTaBisieTcs HE MeEHee YeM B JIBYX OJK3eMIUIipaX W TOANUCHIBAETCS
YIIOJIHOMOYEHHBIMU MPEACTaBUTENSIMU OpTaHU3aI[MN U COOTBETCTBYIOLIETO ToCyAapcTBeHHOro oprana. K
MIPOTOKONY (aKTY) MPHUIIAraeTcs OMUCh (peecTp) U3bATHIX JOKYMEHTOB (I€M).

9.12. Ilpu u3BATUN TOUTHHHUKOB TOKYMEHTOB B JICJIO TIOMEIIAETCS 3aBEPEHHAS KOIHUS IOKyMEHTA,
Ha 000pOTE KOTOPOM YKa3BIBAETCSA OCHOBAHHE H3BATHS IMOTMHHHKA, CPOK BO3BpATa, JaTa W TOMAIHUCH
paboOTHHKA, OTBETCTBEHHOTO 32 (DOPMUPOBAHUE U/HJTH XPAHEHUE JIENa.

9.13. [lonnmuHHUK AOKYMEHTA, U3BSTHIA U3 Jiefla Ha OCHOBE COOTBETCTBYIOIIETO PEIICHUS, TOCIE
pacCMOTpPEHHUA U PCIICHUA BOIIPOCA, BO3BpAIIa€TCA B AC€IO0, IIPHU 3TOM KOIIW, IOMCIIICHHAA B JICJI0 BMECTO
OJJIMHHHUKA, U3bIMACTCA.

X. I/ISFOTOB.]'[eHI/le, YueT, HCOJIL30BaAHUE U XPaHCHUE neanei'l,
mTamMmnoB, 0JIaHKOB AOKYMEHTOB, HOCHTeeH JICKTPOHHBIX HO}IHI/lceﬁ

10.1. baaHkd OpraHU3alMOHHO-PACIIOPSIUTEIBHBIX JIOKYMEHTOB pa3padaThIBAIOTCS OOLIMM
oTAenoM. Buabl ONaHKOB OpPraHM3allMOHHO-PACTIOPSUTENBHBIX JOKYMEHTOB, TpeOOBaHHS K UX
opopmIIeHMI0O W  WCIOMB30BAHUIO  YCTAaHABIMBAIOTCS  WHAWBHAYaJdbHOM  HMHCTPYKIHEH  TIO
JIEIIONPOU3BOJICTBY OpraHU3aLHH.

10.2. O0pa3siipl 0JaHKOB JOKYMEHTOB YTBEP)KIAIOTCS B COCTaBE MHAMBHUAYAIbHOW HHCTPYKIIMH 110
JIEIONPON3BOJICTBY HITH MPHUKA30M PYKOBOIUTENSI B COCTaBe KOMITIIEKTa (amp0oma) OJ1aHKOB.

10.3. B opranuzanuu sl MOATOTOBKH JIOKYMEHTOB MOT'YT HCIIONB30BaThCS OJaHKU JIOKYMEHTOB,
M3TOTOBJICHHBIE THITOIPa(CKUM CITOCOOOM HIJIM CPEACTBAMH OIIEPATUBHOM MoTUTpadum.

OpraHuzanuu BIpaBe NpPU TOATOTOBKE JIOKYMEHTOB HCIONB30BaTh JJICKTPOHHBIC MIAOIOHKI
OJIaHKOB. OJIEKTPOHHBIE IMAOJIOHBI OJIAHKOB JO/DKHBI  COOTBETCTBOBATH  0OOpas3maM  OJIaHKOB,
YTBEPKICHHBIX PYKOBOJMTEIIEM OpTraHU3aIny.

10.4. bnanku opraHu3alMOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB, IPUMEHSIEMbIE B OpraHU3aluy,
HE MOTYT IepefaBaTbcs APYTUM OpPraHU3aLUsIM, JOJKHOCTHBIM M (PU3HYECKUM JIULAM.

10.5. Ciy»x6a nenornponu3BOACTBa OpraHU3aIHH:

ohopMIISIET 3aKa3bl Ha M3rOTOBJIICHHE OJIAHKOB OPraHU3AIlMOHHO-PACIIOPSUTEIBHBIX JOKYMEHTOB
TUTIOrpadcKIM crTocoOOM HITH CPENCTBAMH OIEPATUBHON MONMUTpaduu;

OCYLIECTBIIIET XpaHEeHHE OJJaHKOB OpraHM3alMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB U BBIIAYY MX
B CTPYKTYPHBIE NTOJpa3/Ie/IeHNs OPraHU3aLHH;

OCYLIECTBIISIET KOHTPOJb 3a IPAaBUJIBHOCTBIO HCIOJIB30BAaHUS OJIAHKOB OpPTraHU3alMOHHO-
pacnopsAUTENbHBIX JOKyMEHTOB <37>.

<37> HWunuBuayadbHOM WHCTPYKIHMEH 10 JEJIONPOM3BOJACTBY OpPraHM3alUH MOXET OBITh
MPEAYCMOTPEHO BeJleHHE yueTa OlaHKOB JOKYMEHTOB.

10.6. B opranmzamum B cooTBeTCTBHM ¢ DefepanbHbIM KOHCTUTYLHHMOHHBIM 3akoHOM "O
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TlNocynapcrBennom repbe Poccuiickoit @eneparuu” <38> 1 ycTaBoM OpraHHU3allMH UCIIOIB3YETCs MeYaTh
¢ BocripousBeneHueM ['ocymapcrBeHHoro repba Poccuiickoit @enepanyu (nanee - meyaTh OpraHu3aIiN).

<38> enepanbHbIi KOHCTUTYIMOHHBIH 3akoH oT 25 pekabps 2000 r. N 2-©K3 "O
locynmapcrBennom rtepbe Poccuiickoii  ®enepanuu” (CoOpanue 3akoHOmaTeNbCTBAa Poccuiickoi
®enepannn. 2000, N 52, cr. 5021; 2002, N 28, ct. 2780; 2003, N 27, ct. 2696; 2009, N 46, ct. 5417;
2011, N 1, cr. 1; 2013, N 30, ct. 4022; 2014, N 11, ct. 1088; 2017, N 52, ct. 7916).

B OpraHuv3anuM TaKXXE MOI'YyT HUCIIOJIb30BAaTLCA II€YATU Hoz[pa3z[eneHm71, neyaTtu i1 IaK€TOB U
OTACIBHBIX KaTeFOprI JOKYMCHTOB, a TaKK€ MCTAJVIMYCCKUC BBDKHMHLBIC II€YaTU JIA OICUaTbIBaAHHWA
HOMeI]_[eHI/Iﬁ " YAOCTOBEPCHUS CIICHMUATIBHBLIX ITPOITYCKOB.

B opranmzanmum MOXKET HCIONB30BAThCS IMTaMl (MITaMibl) C (aKCHMWJIBHOW MOJIHCHIO
PYKOBOJIUTENS ¥ UHBIX JOJKHOCTHBIX JIMIL.

[TopsiioK WCMOJIb30BaHMS INTAMIIOB C (DaKCUMHJIBHOW TIOANMKMCHIO PYKOBOAMTEISI U HHBIX
JNOJDKHOCTHBIX  JIMI[ <39>, BUJIBl JIOKYMEHTOB, IOJAINUCHIBAEMbIX (DaKCUMHIIBHOW — TOZIMHMCHIO
YCTaHABJIMBAETCA JIOKAIIbHBIM HOPMATUBHBIX aKTOM OpTraHU3alllu.

<39> C ygeroMm mosyokeHui myHkTa 2 cratbu 160 gactu I I'pakmanckoro xomekca Poccuiickoit
Oeneparnuu (Cobpanue 3akoHomatenscTBa Poccuiickoit @emepammu. 1994, N 32, cr. 3301; 2011, N 15,
cT. 2038).

10.7. TleuaTp opraHm3aliii C BOCHpOHM3BelmeHHEeM [ocymapcTBeHHOro repba Poccutickoit
denepanyy 10KHA COOTBETCTBOBATh TpeboBaHusaM, ycraHoBineHHbIM ['OCT P 51511-2001 "Ileuatu c
BocmponsBeneHneM [ ocymapcreerroro repba Poccuiickoit @eneparinn. dopma, pazMepbl U TEXHUUECKUE
TpeboBanmsa" <40>.

<40> T'OCT P 51511-2001 "Tlewatu ¢ BocupousBenenuem ['ocynapctBeHHoro rep6a Poccuiickoit
Oeneparun. Popma, pasMmepsl u TexHudeckue TpedoBanusa". - M.: UIIK M3g-so crammaptos, 2004, ¢
m3MeHeHusIMA N 1 - 4,

10.8. Ilewatn M IuTammbl OpPraHU3alM{d HM3TOTABIMBAIOTCS B KOJIMYECTBE, HEOOXOAMMOM AT
OCYLIECTBICHUS MOIPA3JENCHUSMU OPraHW3alul U ee paOOTHUKAMHU BO3JIOKEHHBIX Ha HUX (YHKIHH.
Pemenrie 06 M3roTOBIEHNUU U KOJIMYECTBE HK3EMIULIPOB ME€YATEH M IITAMIIOB IPUHUMAET PYKOBOIUTENb
OpraHU3alyy 110 MPeCTaBICHUI0 pyKoBoauTens CiykObl AETONpPON3BOACTBA OPraHU3ALIUH.

Ecmm negats OopraHusalli UCIIOJb3YE€TCSA B HECKOJIBKUX JK3EMILIApax, HOMEP SK3EMILIAPaA I€YaTU
YKa3bIBaA€TCA B KIIMIIEC I€YAaTU IPHU €€ U3rOTOBJICHUU.

10.9. IledaTpro OpraHM3aluM 3aBEPSIOT MOMJIMHHOCTH TOAMNUCH PYKOBOAMTENS OpraHU3aLUd U
WHBIX YIIOJIHOMOYEHHBIX MM JIML, HA JOKYMEHTaX M KOIMSIX JOKYMEHTOB B COOTBETCTBUHU C ITyHKTOM 2.49
WHCTPYKIUH.

10.10. Ileyat u mrammbl BBIJAIOTCA I HMCIIOJIBb30BaHUA paGOTHI/IKaM, OTBCTCTBCHHBIM 34 HX
HCIIOJIB30BAHHUC U XPAHCHUC NOA MNOANHNCH B KYPHAJIC YUCTa reyaTell W IITaMIIoOB. YUeT IiedaTed u
IITaMIIOB OpraHU3aliu BEACT Cny>1<6a ACJIONPONU3BOACTBA UJIM NHOC NOAPA3ACICHUC OpraHU3aluu.

10.11. Ilpu ucnonbp3oBaHUM B PadOTe MEYaTH W IITAMIBl XPAHATCS B 3allMparomIXcs mkadax
(ceiidax) paOOTHMKOB, OTBETCTBEHHBIX 38 XpaHEHUE U MCIIOJIb30BAHUE MTeUaTeld U IITAMIIOB.

10.12. Tlepenaua meyaTed W IITaMIIOB ITOCTOPOHHUM JIMIIAM HE JolycKkaercd. BelHOC meuaTteil n
LITAMIIOB 32 TPENENbl OPraHU3alry BO3MOXKEH B MCKIIOYHUTENBHBIX CIIydasdx 10 PEIIEHUIO0 PYKOBOJCTBA
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opraHu3anuy (HarmpuMmep, Ipy NOAIMCAHUH IOTOBOPOB).

10.13. OOmmii oTAen TEXHHKyMa €XErOJHO MpoBepsieT coOioJeHne paOOTHHKAMHU YCIOBHM
WCTIOJIb30BaHMS ¥ XpaHEHUs IIeYaTel U MITAMIIOB B CTPYKTYPHBIX OAPA3IeTCHUSX OpraHnu3aIiH.

10.14. Ilpummeamnye B HEroAHOCTh U YTPATUBIINE 3HAYEHUE NIEYaTH U IITaMIIbl MTOIeXKAT BO3BPATY
B OOLMI OTAEeN WMIM MHOE MOApAa3[eieHUe, Ha KOTOPOE BO3JIOKEH ydyeT IedaTeid M IMITaMIIoB, I
LIEHTPAIN30BAHHOTO YHUYTOXKeHHUA. [ledaTn yHHYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKOW B
JKypHaJIe y4era rneyaTei ¥ ITaMIIoB.

10.15. JIns oOMeHa 3JIeKTPOHHBIMU JOKYMEHTaMu mocpencteom MOJIO B opraHu3aiiuu JOJDKHBI
HCIIOIb30BaThCS YCHUIICHHBIC KBATH(UIIMPOBAHHBIC AJICKTPOHHBIC MOANMCH. COCTaB JOIKHOCTHBIX JIMIL U
PaOOTHUKOB OpTraHM3allMU - BJAJCIBICB YCHJICHHBIX KBaTU(HUIIMPOBAHHBIX 3JCKTPOHHBIX IOAMUCEH
JIOJDKEH OIPEJIENSITh PYKOBOJAUTENb OPTraHU3aINH.

10.16. Ilpu mepemaue opraHu3allMel 3IEKTPOHHBIX JOKYMEHTOB Ha JJIEKTPOHHBIN ajapec ApYyron
OpTaHM3allNY, a TaKXKe JUId 0OMeHa 3JIEKTPOHHBIMU JAOKyMeHTaMH mocperctsoM C3Jl B opraHuzanuu u
ee ToJpa3/IeNICHUsIX MOTYT HCIIOJNBb30BaThCsl YCHIICHHBIE HEKBAU(HUIIMPOBAHHBIE 3JIEKTPOHHbBIE MTOJIICH
W/WIK TIPOCTHIE 3JIEKTPOHHBIE MOJIMKCH (J1aee - 3JIeKTPOHHASI ITOJIKCH) B COOTBETCTBHH ¢ DeepanbHbIM
3axoHoM ot 6 ampens 2011 . N 63-®3 "O06 snextponHO# mogmucu" <41>.

<41> ®enepanpHbrit 3akoH oT 6 ampens 2011 r. N 63-D3 "O6 snexkrponnoit moamucu" (Cobpanne
3akoHomaTenbcTBa Poceutickoit denepanuu, 2011, N 15, cr. 2036; N 27, c1. 3880; 2012, N 29, ct. 3988;
2013, N 14, ct. 1668; N 27, ct. 3463, c1. 3477, 2014, N 11, ct. 1098; N 26, ct. 3390; 2016, N 1, cT. 65; N
26, cr. 3889).

10.17. DnextponHblii mokymeHT B COJl opraHu3zaiiuu, MOAMHCAHHBIA DJICKTPOHHON TOIIHUCKIO,
MPHU3HACTCS PAaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)KHOM HOCHUTENE, MOJIITHUCAHHOMY COOCTBEHHOPYYHOM
MOJMUCHI0 W WMEET OJWHAKOBYI0O C HHM IOPUIWYECKYIO CHIy TNPH OJHOBPEMEHHOM COOJIOJCHUH
CIEAYIOMIMNX YCIOBUM:

KITIOY TTOJMTUCH, OTHOCSIIMKCS K KOHKPETHOW 3JIEKTPOHHON IMOJIHMCH, HA MOMEHT IOJIIMTUCAHUS
3JIEKTPOHHOTO JIOKYMEHTA SIBJISIETCS IeHCTBUTENBHBIM (JIOCTOBEPHBIM), HE YTPATHII CHITY (HE OTO3BaH);

MOJTBEPIKICHA TOITMHHOCTD 3JIEKTPOHHOM MOITHCH B 3JICKTPOHHOM JIOKYMEHTE;
JlaTa ¥ BpeMsl CO3MIaHUs dJICKTPOHHON moamcH 3adukcupoBansl B CO/I;

OJICKTPOHHAsA IIOAINKUCH HCIIOJIB3YETCAd B COOTBETCTBHU C YCTAaHOBJICHHBIM B OpTraHU3alluU
pacnpe€aci€HrueM npasa MNOANMUCH JOKYMEHTOB MEXKAY JOJDKHOCTHBIMU JIMIAMU U pa6OTHI/IKaMI/I.

10.18. I'enepanuro u XpaHeHHe KIOYel HekBamuuimpoBanHoil u mpoctord Ol B COJ| momxen
ocylecTBISTh aaMuHucTpaTop CO/L.

10.19. Cnyx06a nenonpon3BOJCTBA WA WHOE TOAPA3/EIICHNe OPTaHU3allid BENeT y4eT KIoden
3JIEKTPOHHBIX MoOANUcCe <42> B cHoeuualbHOM JKypHalle. Bblgaua wmatepuanbHBIX HOCUTENEH
ANIEKTPOHHOW TOANKMCHA W WX BO3BpAT MO HCTEYEHWW CPOKA JIEHCTBUS OCYIIECTBISIETCS IOJ TOAIHCH
paboTHHKA B KypHaIIe.

<42> BI/I}_IBI SJICKTPOHHBIX HO,I[HHCCﬁ, HCIIOJIB3YEMbBIX B OpraHu3alnv, YCTAHABJIMBAIOTCA
OpFaHHSaHHGfI 1 3aKpPCIUIAIOTCA B JIOKAJIbHOM HOPMATHBHOM AaKTC.

10.20. Coznganue maponeil i MPOCTOW 3JIEKTPOHHON IOANHCH OCYHIECTBISIETCSI B TOPSIIKE,
YCTAHOBJIEHHOM JIOKAaJbHBIM HOPMAaTHBHBIM aKTOM OpraHM3alll{, YCTaHABIMBAIOIIUM IOPSJIOK
skcrutyataiy COJl 1 MCIONb30BaHUS AJIEKTPOHHBIX MOANHCel npu paboTe ¢ JOKyMEHTaMHU.
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10.21 Kunrou 5mekTpoHHOH moanucu, wucnoiabdyemord B COJl, sBusercs KOH(UIACHIUAIBHOM
nH(opMaIue U 3alUINAeTCs B COOTBETCTBUU C 3aKOHOAATENbCcTBOM Poccuiickoit deneparun.

[Ipunoxenue N 1

MPUMEPHbBIN IEPEYEHb
JOKYMEHTOB, 3ABEPSEMBIX IEYATBIO OPTAHU3ALIUU

1. ApxuBHas crpaBKa.

2. AxThI (TprieMa 3aKOHYEHHBIX CTPOUTEIBCTBOM 00BEKTOB, 00OPYAOBaHHUS, BHIIIOJHEHHBIX padoT,
CITUCAHUS, DKCIIEPTU3HI).

3. Konuu ¥ BBHIIMCKU K3 JOKYMCHTOB, BbIZIABACMBIX JJId MIPEACTABJICHUA B JPYIrUe€ OpraHu3alu.

4. O0pa31pl OTTUCKOB MevaTel v noAnuceld paboTHUKOB, UMEIOIINX MPaBO COBEPIIATH (PMHAHCOBO-
XO3SIICTBEHHBIE OIEpALINHU.

5. Tlopyuenus (OromKeTHbIC, OaHKOBCKHME, MEHCHOHHBIC, IUIATEXKHbIC, MHKACCOBBIE B OaHK Ha
TTOJIYICHUE HHBATIOTHI CO CUETOB, IIEPEBOJT BAITIOTHI).

6. [Ipencrasnenus u xoqaTaiicTsa (0 HArpaKACHNUH TOCYIapCTBEHHBIMHI HArpaJaMy U IPEMUSMH).
7. Peectpsl (4€KOB, TOPY4IEHUH, IPEACTABISIEMBIX B 0aHK).

8. CrpaBku (0 10X01ax (PU3NIECKUX JIHI], O BBIIIATE CTPAXOBBIX CYMM, O 0AJIaHCOBOM CTOMMOCTH
OCHOBHBIX (DOHJIOB, 1O TEPCOHUPUIIMPOBAHHOMY y4eTy, O(DOPMIICHHIO CTPaXOBBIX CBHJETEILCTB, MO
3arpocaM OpraHu3aIui, Mo JOKYMEHTaM, MPEJOCTABISEMBIM B CY/I, - IO HEOOXOUMOCTH).

9. YmocroBepeHus: paOOTHHKOB.

[Tpunoxxerne N 2

NPUMEPHbBII IEPEYEHB
HEPEI'TCTPUPYEMBIX BXOJAIINUX JOKYMEHTOB <43>

<43> Ecnm yka3aHHblE IOKYMEHTHI IIOCTYIWJIA C CONPOBOIUTEIBHBIM IHCHMOM, MHCbMa
PETHCTPUPYIOTCS B MOPSIIKE, YCTAHOBJICHHOM MHCTPYKIMEN O JACONPOU3BOICTBY OpraHU3aLNH.

1. AHKeTHI (pe3toMe), HarpasisieMble B LEISIX TPYAOYCTPONCTBA.

2. Byxranrtepckue NTOKYMEHTHI (OyXraiaTepckas OTYETHOCTh, Cuera, cuera-(hakTypbl, aKThl CBEPKU
B3aMMOpPaCcUYeTOB, aKThl IPUEMKHU-TIEpEIauld OCHOBHBIX CPEACTB, TOBAPHBIC HAKIIAIHBIE).

3. T'OCTBl, TeXHHUUYECKHE PETIAMEHTHI, PYKOBOAAILME W JPYrHe JOKYMEHTHI IO TEXHHYECKOMY
pEryJInpOBaHUIO U CTAaHJAPTU3ALUH.



4. I'paduiku, HapsBI, 3aBKU, pA3HAPSIKH.

5. JlokyMeHTHI (IPOEKTHI JOKYMEHTOB), TPEOYIOIHE MOANUCAHUS (COTTIACOBAHUS, YTBEPKACHUS) H
MOCJIEAYIONIEr0 BO3BpATa.

6. Konkypchas 1okyMeHTaIusl.
7. Hay4HO-TE€XHHUYECKAs U POEKTHAS JOKYMEHTALUS.
8. Koppecnonaenuus, aapecoBanHas pabOOTHUKAM OpraHu3alue ¢ moMeTko "JInyno".

9. IlevaTHsle wu3maHus (KHWTH, >KYpPHaJbl, Ta3eThl), KaTajJoru, TEXHHUYECKas JuTepaTypa,
TeMaTHYECKUE U CIIe[MaIbHbIe COOPHUKH, TITaKaThI.

10. Tlo3apaBuTenbHBIE THCHMa M TeJErpaMMBbl, OJIarOAPCTBEHHBIC IMUChbMAa U TENETPaMMBI,
MPHUTJIACUTENLHBIE OMIICTHI.

11. IlpeiickypaHTBhI.

12. IlpurnacutenbHbIE OMIIETHI, TPUTIAIICHUS.

13. TIporpammel KoH(]EpEHITHIA, COBEIIAHU.

14. PexniaMHbIe MaTepHabl (MMCbMa, TUCTOBKH, IIPOCIIEKTHI, OYKIIETHI).
15. YueOHbIe MIaHbl, MPOTPaMMBI.

16. ®opMbI 1 OJIaHKH, B TOM Yncie (OPMbI CTATUCTUYCCKON M MHOM OTYETHOCTH.
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