POCCUWNCKAS ®EAEPALISA
AIMUHVCTPALIMA KAMEHCKOIO CE/IbCKOIO NMOCENEHNA

YBeNbCKOro MyHULUMUNa/bHOro panoHa YenabuHckow obnactu
457017, YensbuHcKasi 06nacTb, YBeNbCKUiA palioH, n.KameHcKuiA, yn.3aBogckas, 2
NHH 7440000861 KI1M 74201001 OKIIO 04269986 OI'PH 1027401924142 OKATO 75255811000
TenegoH 8-351-66-63-1-22, 63-1-86, 63-1-46

MOCTAHOBJ/IEHUWE

oT 16.06.2020 r. Ne 31
n.KameHckui

«06 yTBEpPXAeHUN VIHCTPYKUUKN MO AeNnonpon3BoAcTBY

B afAMUHUCTPaunmn KaMeHCKOro CenbCKOro noceneHuns,

M MPU3HaHUK yTpaTUBLLEWA cuny VIHCTPYKLUKM NO AeN0Npon3BOACTBY

B agMuUHUCTpauuy KaMeHCKOro CefibCKOro noceneHus,

YyTBEepXAeHHYlo [1ocTaHoBNeHWeM agMUHUCTpaumu oT 18.12.2017 r. Ne 53»

B cootBetcTtBMMU C [lonoxeHnem o defepasbHOM apXUBHOM areHTCTBE, YTBEPXAEHHbLIM
Ykasom [Mpe3mgeHTa Poccuiickoit depepaumm ot 22 uoHA 2016 roga N 293 (CobpaHue
3aKoHofaTenbcTBa Poccuiickoin ®efepaymmn, 2016, N 26, c1. 4034), a TakkKe B COOTBETCTBUM C
3aKoHoAaTenbCTBOM Poccuiickoin ®defepaummn B chepe MHOPMaLUKN, JOKYMeHTaLUN, apXUBHOTO
[ena, HauuoHanbHbIMW CTaHAapTamum B Cjepe ynpaBfeHUs [OKYMeHTamu, PYKOBOACTBYACb
MpaBunamy [efONPON3BOACTBA B OpraHax MECTHOro camoyrnpasneHus, YTBepXAeHHbIMU
Mpukasom degepanbHOro apxuMBHOro areHtcTea oT 22.05.2019 Ne 71, B uenax
COBEPLLEHCTBOBaHNA [eN0Npon3BOACTBa agMMHUCTpaum KaMeHCKOro CefibCKOro nocesieHns v
MOBbIWEHNA 3(M(EeKTUBHOCTU paboTbl C JOKYMEHTaMW MNyTeM pernameHTauunm Ha efvHOW
NpaBoOBOW OCHOBE NpasBu/ CO34aHWA LOKYMEHTOB, TEXHO/NOMMA paboTbl C HUMW, OpraHu3aLuu
TEKYLLEero xpaHeHUs LOKYMEHTOB He3aBWCUMO OT BMAA HOCUTENSA W NMOATOTOBKWU AOKYMEHTOB K
nepefaye B apxX1B rocyAapCTBEHHOr0 opraHa, opraHa MeCTHOro camoynpasieHuns

MOCTAHOBANAKO:
1). YTBepauTh WHCTPyKUMIO MO AeNOnNpOM3BOACTBY B agMuHMcTpauun KameHCKOro CenbcKoro

noceneHnA.

2). CumTaTb yTpatuswei cuny WHCTpPyKUWO MO AeNONPOM3BOACTBY B agMUHMUCTpauun KameHCKoro
CeNbCKOro MoceneHns, yTeepxaeHHyto NMoctaHoBneHnem agmmHuctpaumm ot 18.12.2017 r. Ne 53.

3). Ony6nukoBaTb [MOCTAaHOBAEHME Ha OPULMAIBHOM WHTEpPHeT-caliTe agMUHMCTpPaLuu KameHCKoro
CENbCKOTO MoceNeHns. HacTosiliee MOCTaHOBMEHWE BCTYMaeT B CUY MOC/Ae €ro ony6/MKOBaHWS Ha
onUManLHOM MHTEPHET-caliTe agMUHMCTpaLUKM KaMeHCKOro cenbCKOro MoceneHus.

4). KOHTpONb 3a UCMONHEHNEM HaCTOSLLEro NMoCTaHOBMEHUS OCTaB/IsAIO 3a COGOIA.



YTBEPXAEHA

MocTaHOBNEHMEM afMUHUCTpPaLUmn
KaMeHCKOro cenilbCKOro nocesieHus
oT 16 noHa 2020 r. Ne 31

MHCTPYKLUWA
Mno AenonpPom3soacTBY B AAMUHUNCTPALNN KAMEHCKOIO CEJIbBCKOIO
MOCEJIEHNA YBE/IbCKOIO MYHULINMA/TIbHOIO PAVMNOHA YUENTABUHCKOWN
OBJIACTU

. O6ume NoNo>KeHNS

1.1. WHCTpyKuMs no [Aenonpou3BOACTBY B TOCYAapCTBEHHbIX opraHusauuax (ganee -
WHCTPYKUus) paspabotaHa B cOOTBeTCTBMM C [lonoxeHuem o PefepasbHOM apXMBHOM
areHTCTBe, YTBEPX/[EHHbIM YKa3om [lpesngeHTa Poccuitckoii depepaumm ot 22 mnwoHa 2016
roga N 293 (CobpaHue 3akoHogatenbcTBa Poccuiickoin ®epepaunn, 2016, N 26, ct. 4034), a
TakXXe B COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuiickon degepauunmn B ciepe MHpopmauun,
AOKYMEHTALMW, apXUBHOrO fena, HauuoHalbHbIMM CTaHAapTamMu B cepe yrnpaB/ieHUs
LOKYMEHTaMU.

1.2. HCTpyKumMa pa3paboTaHa B LiefiAX COBEPLUEHCTBOBAHUA [e/IoNpPon3BOACTBA W MOBbILIEHNA
3 eKTUBHOCTM paboTbl C [JOKYMEHTamu NyTem pernaMmeHTauuMyM Ha eAMHON NpaBOBOM U
MeTOAUYECKOW OCHOBe npaBu/i MOATOTOBKWM [OKYMEHTOB, TEXHONOrui paboTbl C HUMU,
opraHusaumm ux TeKyLero XxpaHeHUa 1 NOAroTOBKY K nepejaye B apxXus opraHu3aLmu.

1.3. WHCTpyKuus ycTaHaBnuBaeT TpebOBaHWA K [AOKYMEHTUPOBaHWUKO YMNpaB/ieHYECKOM
[eATeNbHOCTU U opraHu3aumm paboTbl C JOKYMeHTaMu B [e/I0Npon3BOACTBE FOCYAapCTBEHHbIX
opraHusaumin (ganee - opraHusaums), He3aBMCMMO OT MX OpPraHM3aLMOHHO-NPaBOBOM (HOPMbI,
Lenei n BUAOB AeATENbHOCTH.

1.4. TI0N0XXEHUA MHCTPYKLMUN pacnpoCTPaHAOTCA Ha opraHunsanuio paboTbl C OpraHM3aLoOHHO-
pacnopaguTenbHbIMU AOKYMEHTaMW He3aBUCMMO OT BMAA HOCUTENd, BK/IOYas MNOATOTOBKY,
perncTpauuio, y4yeT W KOHTPO/Ib WCMOSIHEHUA [OKYMEHTOB, OpraHu3auuio WX TeKyLlero
XpaHeHus, ocyLecTBsieMble C MOMOLLLI MHPOPMALMOHHO-KOMMYHUKALNOHHBIX TEXHOJIOTUA.
15. OcobeHHOCTM opraHusauum paboTel C AOKYMeHTaMW, COAepXawumu UuHhopMaymnto
OorpaHuMyeHHOro pgoctyna (KOMMEpPYecKyk TallHy, MepcoHa/ibHble AaHHble U UHYH
KOHPMAEHUNANbHYIO MH{OPMaLU0), PeryinpyroTca OTAe/IbHbIMA  HOPMaTUBHLIMUW  aKTamu,
YTBEPXJAaeMbIMU PYKOBOAUTENEM OpraHu3aLunn.

1.6. OpraHuszaums, BefeHWe W COBEpPLUEHCTBOBaHME [eN0ONpPOn3BOACTBA Ha OCHOBE eAWHOM
NOJINTUKN U NPUHUUNOB, MPUMEHEHNE COBPEMEHHbIX MHPOPMALUOHHbLIX TEXHOIOrNI B paboTe C
[OKYMEHTaMW, METOAMYECKOe PYKOBOACTBO W KOHTPO/b COGMOAeHUs nopsgka paboTbl C
OOKYMEHTamMmn B MofpasfeneHuax opraHmsaluy BO3naraeTcd Ha CTPYKTYpPHOE nojpasfgeneHue,
OTBETCTBEHHOE 3a BefieHne genonpounssoacTteal(aanee - Cnyxkb6a Aenonpon3BoACTBa).

1.7. OTBeTCTBEHHOCTb 3a OpraHuM3auuio paboTbl C [AOKYMEHTaMM B nojApasfeneHunsax
opraHusauumn BO3/MaraeTcqd Ha PYKOBOAMTENei 3TUX nogpasjeneHnii. HenocpecTtBeHHOe
BefeHue [lenonpon3BoAcTBa B nogpasfeneHunax opraHunsauum ocyllecTBngeTcs
[enonpon3BoAnTENEM WAN WHbIM PaboOTHUKOM MOAPa3feNeHns, Ha KOTOPOro BO3/I0XKEHbI
0043aHHOCTY NO BefeHUIO fenonpou3BocTea (fasnee - 4eN0NPON3BOAMTENb NOAPa3LeneHuns).

i

B opraHusaumsax ¢ He6oMbWMUM 06HEMOM [OKYMEHTO060poTa (yHKUMM Cyx6bl 4eNonpon3BOACTBA MOTFYT BbIMOAHATLCS PAB6OTHUKOM
(aenonpoussoauTenem, cekpetapem). Cryxo6a 4enonpon3BoACTBA OpraHU3alUmMn AeCTBYET Ha OCHOBaHUM MOMOXKEHUS O Held, YTBEPXKAAEMOro
PYKOBOAWTENEM OpPraHWU3aLuy 1 oNpeaensiolLero 3afaum 1 pyHKLMM NOAPasaeNeHus, ero npasa u OTBETCTBEHHOCTb.


consultantplus://offline/ref=9E8B2215E856F5C40DA1F9A1C10AC82EF78E50EB70D725190EA63CC629CE1E06B358B02682D2AA0675E79F60B1580F4069C210029A012222u1dEJ

1.8. [Oo/mKHOCTHble 06f3aHHOCTW, npaBa W OTBETCTBEHHOCTb paboTHMKOB  CyX06bl
[enonpon3BoACTBa, AeN0Npon3BOAUTeNEl Nogpa3feneHNnin N MHbIX Pa60THUKOB, OTBETCTBEHHbIX
3a opraHusaumio paboTbl C AJOKYMEHTAMW, ONPeAensatoTCa AO/HKHOCTHBIMU UHCTPYKUUAMMN.

1.9. Ha nepuof otnycka, KOMaHAUPOBKW, 60/M1e3HW WAM B C/yyae YBOJIbHEHUA PabOTHUKM
CTPYKTYPHbIX NOApa3feneHnii opraHmsaynm o0653aHbl nepegaBatb BCe Haxogsdwmecs Ha
NCMOJIHEHNUN [OKYMEHTbl [efIONPON3BOAMTENIO MOAPAa3Le/ieHns Uanm Lpyromy paboTHUKY Mo
YKa3aHUI0 PYKOBOAMTENA Nofpasfe/eHus. Mpwu CMeHe [lenionponsBoanTens
nojpasfeneHnsa cocTaBfaeTCa akT npuema-nepefayn LOKYMEHTOB U [en.

1.10. CopepxaHune cny>XebHbIX AOKYMEHTOB He NOANEXWUT pasrnaleHnto. Blanmopaeinctemne co
CpefAcTBaMM MacCOBOI MH(OpMauun, nepegaya UM Kakon-nn6o nHgpopmayum nnv LOKYMEHTOB
M MUX KOMWIA [ONycKaeTCAd TO/IbKO C paspelleHns PyKOBOAWUTENs OpraHu3aunm Wuam WHOro
YMNONHOMOYEHHOro0 UM AO0/HKHOCTHOIO fikua.

PabOoTHMKKN opraHu3aunn HecyT AUCUUMNINHAPHYO, afMUHUCTPATUBHYIO W UHYIO,
YCTaHOBJIEHHYIO 3aKOHOAaTeNbCTBOM Poccuiickoii ®efepanmmn, 0TBETCTBEHHOCTb 3a HapyLUeHne
CPOKOB XpaHeHUs [LOKYMEHTOB, yTpaty W HeCaHKLMOHWPOBAHHOE YHUUYTOXEHME ClYXeOHbIX
JOKYMEHTOB2.

1.11. nMpu yTpaTe [OKYMEHTOB [efloONpovM3BOAMTENb  MOApPa3feneHns  MHpopMupyet
pyKoBOAUTENA CTPYKTYPHOro nogpasgeneHns n Cnyxo6y [enonpou3BOACTBa OpraHu3auum,
rnocsie 4ero opraHn3yeTcs po3bIiCK JOKYMEHTOB.  ECnM  po3biICK  AOKYMEHTOB  He  faer
pe3ynibTaTa COCTaB/ISETCA aKT, B KOTOPOM YKasblBalOTCA [aHHble yTpayeHHOro [AOKYMeHTa, a
TakXXe 06CTOATENbCTBA, MPU KOTOPbLIX MPOM30LLIa yTparta, Nnociae 4Yero npeinpuHUMaloTCa Mepbl
Mo 3aMeLLeHUI0 JaHHOTr0 JOKYMEHTA 3aBepeHHOM Konuel JOKYMeHTa.

1.12. Ha OCHOBe WHCTPYKLMW B opraHusauuy paspabarbiBaeTcs WHAMBUAYaNbHAA WUHCTPYKLUUA
no Lefonpon3BOACTBY, YTBEPXaemas PyKOBOMUTeleM opraHusaunn.

1.13. B uenax opraHuszaymy paboTbl C [LOKYMeHTaMuW B (@uavanax opraHusayum u
0060C06/IEHHbIX CTPYKTYPHbIX MOApasfeneHnax Moryt ObiTb BBELEHbl WHCTPYKUUM MO
opraHmsaumm paboTbl C [LOKYMeHTamu, AOMOJMHAKLWME WHAUBUAYANIBHYIO WHCTPYKLUIO MO
[enonpou3BoOACTBY OpraHu3auumn, Ho He NPOTUBOPeYaLL e eid.

1.14. TlpaBuna paboTbl C [AOKYMEHTaMWU B CUCTEME 3/IEKTPOHHOIO [A0KYMEHT0060poTa
opraHmsauumn (ganee - C3/) M MHbIX NH(HOPMALMOHHBLIX CUCTEMAX, B KOTOPbIX OCYLLECTB/ISETCA
co3faHue (BK/IIOYEHME) N XpaHeHWe [OKYMEHTOB, He [O/PKHbl BXOAWTb B MPOTMBOPEYMnE C
MONIOXXEHUAMU UHCTPYKLUN.

1. JoKymMeHT1poBaHue ynpaBieHYeCKol AeaTeNbHOCTH

2.1. B COOTBETCTBMM C 3aKOHOAATENbLCTBOM Poccuiticko  degepaunn, NOKaibHbIMU
HOPMAaTMBHLIMW aKTaMyW B OpraHusauum u3galTca OpraHn3aunoHHO-pacnopsaguTesbHbIe
OOKYMEHTbI.

2.2. OpraHusaunoHHO-pacnopagnTeNibHble  LOKYMEHTbI, CcO3jaBaemble B [AeATE/IbHOCTH
opraHusaumu, [O/MKHbI 6bITb OPOPMAEHbI MO NpaBwWiam, YCTAHOBNEHHbIM WHAMBUAYaNIbHOM
WHCTPYKLMEN Mo Ae/Ionpon3BOACTBY OpraHu3auuu.

BHocuTb Kakue-nnbo wucnpasfieHns wunu  f[obasneHWd B MoANucaHHble  (YTBEPXKAEHHbIE)
OOKYMEHTbI He fonycKaeTcs.

2 CratbM 192, 193 TpygnoBoro Kogekca Poccuiickoii ®efepauyuu; nyHkThl 2; 15.11 ctatbn 13.25 Kopekca Poccuiickoid ®defepaumu 06
afAMUHNCTPaTUBHbIX NPaBOHaPYLLEHMAX; CTaTba 7 PefepanbHOro 3akoHa oT 6 gekabps 2011 r. N 402-®3 "O 6yxrantepckom yyete" (CobpaHue
3aKoHoAaTenbcTBa Poccuiickoi depepauum, 2011, N 50, cT. 7344; 2013, N 26, cT. 3207; 2013, N 27, cT. 3477; 2013, N 30 (YacTb 1), cT. 4084;
2013, N 44, ct. 5631; 2013, N 51, cT. 6677; 2013, N 52 (YacTb 1), cT. 6990; 2014, N 45, cT. 6154; 2016, N 22, cT. 3097; 2017, N 30, cT. 4440;
2018, N 1 (Yacrb 1), cT. 65).
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2.3. OcobeHHOCTM O(hopMJIeHUA AOKYMEHTOB, CO34aBaeMblX B CTPYKTYPHbIX MogpasgeneHuax
opraHMsaumm 1 oTpaxarowmx cneuupuky nx AeaTenbHOCTW, a TakXe npasuia opraHusauuu
paboTbl C [aHHbIMW [LOKYMEHTamu MOTYyT YCTaHaB/MBaTbCA OTAENbHbIMU  JIOKaSIbHbIMU
HOPMaTMBHbLIMUN aKTaMy OpraHun3auun.

2.4. Co3faHne [OKYMEHTOB B oOpraHusauuu, wucnonbsywuweid C3[, B uUensax NOoBblWeHUS
3 (heKTUBHOCTU MCNOMIb30BaHMA C3O/[], ocyLecTBAAETCA C MCMO/Ib30BaHMEM LIA6MI0HOB 6/1aHKOB
OOKYMEHTOB M LWA6/I0HOB JOKYMEHTOB.

ONIeKTPOHHbIe WaboHbl 6/1aHKOB JOKYMEHTOB AO0/MKHbI ObITb MAEHTUYHbLI 6/1aHKaAM AOKYMEHTOB
Ha OyMa>kHOM HocuTene.

2.5. Ana co3gaHua [OKYMEHTOB, OTpakatoWnX Chneuupuky [eaTebHOCTU CTPYKTYPHbBIX
nojpasgenieHnii opraHm3aunm, 1 ynpaeBfeHns AaHHbIMW JOKYMEHTamu MOryT MCMO/ib30BaTbCA
Apyrve NH(pOPMaLMOHHbIE CUCTEMbI.

2.6. [loKyMeHTbl opraHusauuy OOpPMAAITCA Ha 6naHKax WAM CTaHAapTHbIX fiucTax bymarm
(hopmata A4.

2.7. Ana n3rotoBNeHMA LJOKYMEHTOB B OpraHu3aLmy UCnosb3yTcs:

6M1aHK NpuUKasa;

6/1aHK pacnopsXeHuns;

6n1aHK nucbMa NS BeJeHWs Meperucky ¢ oOpraHusauusaMy u rpaxpaHamun, HaxoAawuMMuca Ha
TeppuTopun Poccuiickoin desepauuu.

Mo pelweHU0 PyKOBOAWUTENA B OpraHu3auuyu MOTyT WCMOJSIb30BaTbCA Apyrue 6naHkM: 6GnaHk
n1ucbMa PyKOBOAWUTENIA OpraHu3aunm Nam NHoro yrnosiHOMOYEHHOro UM nnua, 61aHK NPoToKoNa,
6/1aHK NcbMa CTPYKTYPHOTO MoApasienieHuns.

Ana oopmneHns pe3onoLMii Ha LOKYMEHTe B OpraHu3auuy MOryT MUCNOo/b30BaTbCA ONaHKM
PEe30/tO LA,

2.8. Tlpn n3gaHWM [OKYMEHTOB Ha CTaHAapTHbIX nuctax Oymarm Ha HUX BOCMPOWU3BOAATCA
PeKBU3UTLI, HEO6XO0AMMbIE ANA LOKYMEHTOB KOHKPETHOrO BMUAa UM Pa3HOBUAHOCTHU.

2.9. Ha 6naHkax [JOKyMEHTOB BOCNPOM3BOAUTCA TOBApPHbIN 3HAK U/unm (ambnema) opraHmsaunu
(Mpn nx Hanuuuw).

2.10. lMpoekTupoBaHue 61aHKOB [OKYMEHTOB OcCyLlecTBniseTca B cooteetcTBunM ¢ FOCT P
7.0.97-2016 "CwucTtema cTaHZapTOB N0 MH(oOpMauum, GUGINOTEUHOMY M U3LAaTeNbCKOMY Aeny.
OpraHu3aunoHHo-pacnopaauTe/ibHas LOKYMeHTaLua. Tpeb6oBaHus K  odopmneHunto
LOKYMeHTOB"3.

2.11. bBnaHkMn [OKYMEHTOB oOpraHu3auum W3rotaBaMBalOTCA  TUMOrpaCcKUM  Cnocobom,
cpefcTeaMu onepaTMBHOW NOAMTPaUN NN KOMMNbIOTEPHOM TEXHUKN.

2.12. [OKYMEHTbl W3roTaBAMBaKlOTCA Ha OyMaXHOM HoOcUTesie U B (OPME 3/1EKTPOHHBIX
LOKYMEHTOB C COO/1I04EHMEM YCTaHOB/IEHHbIX NPasua 0DOPMIEHMSA LOKYMEHTOB.

2.13. loKyMeHTbl opraHusaumm, opopmieHHble Kak Ha 6n1aHKe, Tak 1 6e3 Hero, JO/KHbI UMEeTb
nons He MeHee:

20 MM - neBsoe;

10 MM - nNpaBoe;

20 MM - BEpXHee;

20 MM - HIKHee.

2.14. [OKyMeHTbl, un3[jaBaeMble COBMECTHO OfHOW WM HECKO/NbKUMW OpraHusaunamu,
opopMNIAKTCA Ha CTaHAapTHbIX JfMcTax 6Gymary C BOCMPOU3BEAEHWEM PEKBU3NTOB BCEX
opraHu3aunii, y4acTByOLWMX B U3LaHUN LOKYMEHTA.

2.15. Mpun NOArOTOBKE [OKYMEHTOB AOMYCKaeTCA WCMOMb30BaHUE /NLEBOW W 0OOPOTHOWA
CTOPOHbI nnucTa. Mpu ABYCTOPOHHEM CO3[aHUN JOKYMEHTOB LUMPWUHA NEBOr0 MOMA Ha /IMLEBON
CTOpPOHe NncTa 1 NPaBoro nons Ha 060pOTHON CTOPOHE INCTa AO/MKHbI GbITh PaBHbI.

3Pasgen 6 ""braHku gokymeHToB" TOCT P 7.0.97-2016 ""CucTema CTaH4aPTOB Mo MHGopmMaumm, 6ubanoTedHomMy m
n3gaTenbCKoMy Aeny. OpraHu3aumoHHO-pacnopsanTesibHas JOKyMeHTaums. Tpe6oBaHNS K 0hopMIEHNIO
[OKYMeHTOB™ ¢ MameHeHnem N 1 - M.: CTaHgapTuHdopm, 2018.
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2.16. lMpwu co3paHMM [OKYMeHTa Ha ABYX MW 6onee cTpaHuuax BTOPYK W nocnegyrouine
CTpaHuubl HymepylT. Homepa cTpaHuL, MPOCTaBAAKTCA MO CepefuHe BepxHero nong
[LOKYMeHTa Ha paccTosHun 10 MM OT BepXHero Kpas iucra.

2.17. Ana u3rotoBfieHWA [OKYMEHTOB MWCMOMIb3yeTCcAa rapHuTypa wpudTta no Bbibopy
opraHusaumy, BXOAfAlWas B CTaHAAPTHbLIA NakeT O(WCHOro nporpaMMHoOro obecrneyeHus,
MCNonb3yemoro opraHusayueii. Pasmep wpudta - N 12 - 14 n14.

2.18. Ab3aLHblli OTCTYN B TEKCTe JOKyMeHTa - 1,25 cm.

3aronoBKu pasfenioB v NojapasfesnioB nevaratoTca ¢ ab3auHbIM OTCTYMOM WM LLEHTPUPYHOTCA MO
LUNPUHE TEKCTA.

2.19. TekcT gOKyMeHTa neyataetcs 4yepes 1 - 1,5 MeXCTPOUHbIX MHTepBana. TeKCT JOKYMeHTa
BblpaBHMBAaETCA MO LWNPUHE NNCTA.

MHOroCcTpoYHble PEKBM3UTHI MevaTarTCcsa 4epe3 OLMH MEXCTPOUHbIA WHTepBan, COCTaBHbIE
YyacTu PeKBU3NTOB MOTYT pasfenaTbCa JONONHUTEIbHbIM UHTEPBA/IOM.

Ecnn [OKYMEHT rotoBuTCA AN M3LaHWA C YMeHblUeHWeM Maclitaba, TeKCT neyartaeTcs uyepes
[iBa NHTepBana.

NHTepBan mexnay 6ykBaMu B CloBax - 00bIYHbIA. VIHTepBan Mexay CnoBamu - 0guH npoben.
CTpOKMN pPEKBU3UTOB BbIPaBHUBAKTCA MO /IEBOW rpaHuULEe 30Hbl PacronoXeHUs PeKBU3nUTa Uu
LLeHTPYOTCS OTHOCMTENLHO CaMOl AIMHHOM CTPOKM.

[nvHa camoli LANHHOW CTPOKW peKBM3UTa Npu YriioBOM pacrnofoXeHUn pekBU3UTOB He 6onee
7,5 cm.

[nvHa caMoil A/IMHHOW CTPOKW pekBU3WTa Npu NPOJOJIbLHOM PacrofioXeHUWN PEeKBU3UTOB He
6onee 12 cwm.

2.20. JlonyckaeTtcd BbIAeNATb MONY>XUPHLIM LIPUHTOM PEKBM3UTLI “agpecar”, "3aronoBOK K
TEKCTY" nam "nognuck”, a TakxKe oTAe/IbHble ()parMeHTbl TeKCTa.

2.21. Mpun NOATOTOBKE MHOTOCTPaHNYHbIX LOKYMEHTOB O0(hOPMIAETCA TUTY/IbHbIR NCT.

2.22. CocTaB pekBU3NTOB, UCMOb3YEMbIX ANA OPOPMIEHUA AOKYMEHTOB, ONpefenserca BULAOM
(pa3sHOBMAHOCTbIO) OPraHM3aLMOHHO-PACNOPAANTENBHOTO AOKYMEHTA.

2.23. Tlpn NOAroToBKe AOKYMEHTOB OpraHu3auuMy UCMOMb3YHTCA PEKBU3UTHLI, YCTAHOBJMIEHHbIE
MOCT P 7.0.97-20165:

a) ambnemMa (B COOTBETCTBUUN C MYHKTOM 2.9 MHCTPYKLMW);

6) TOBapHbIn 3HaK (3HaK 06CNyXMBaHWA) (B COOTBETCTBMM C MYHKTOM 2.9 MHCTPYKLUK);

B) KOZ POPMbl JOKYMEHTA,;

r) HaMMeHOBaHWe opraHusaLmm,

[) HaMeHOBaHMe CTPYKTYPHOIO NoApasfieneHuns;

e) HauMeHOoBaHue JOHKHOCTU NNLa,;

)) CnpaBoYHble AaHHble 06 opraHu3auuu;

3) HaMMeHOBaHWe B1Aa AOKYMEHTa;

1) fgaTta LOKYMEHTa;

K) perncTpaLoHHbIi HOMEP AOKYMEHTA,;

N) CCblfIKa Ha PerncTpayMoHHbI HOMep ¥ AaTy MNOCTYMNUBLLETO AOKYMEHTA;

M) MECTO coCTaB/ieHUs (U3haHUA) LOKYMEHTa;

H) TpUd orpaHnYeHns LOCTyNa K LJOKYMEHTY;

0) agpecar;

M) rpud yTBEPXAEHNSA LOKYMEHTA;

4 Pasmep wpudTa (Kernb) nsmepsieTca B nyHkTax (point); oAWH NYHKT paBeH 1/72 awoima, unu
0.376 mm (cokpauieHue: "'pt').

5MOCT P 7.0.97-2016 "'Cuctema CTaHAApPTOB NO MHGopMauum, 6M6NnNoTeHHOMY 1 U3paTesibCKOMY feny.
OpraHu13aunoHHo-pacnopsauTesibHas JoKyMeHTauus. TpeboBaHNA K 0hopMAeHNO JOKYMeHTOB", ¢ 13mMeHeHneM N
1 - M.: CtaHgapTuHgopm, 2018.
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p) 3arono0BOK K TEKCTY;

C) TEKCT JOKYMEHTA,;

T) OTMETKA O MPUIOXKEHUN;

y) rpugy cornacoBaHus LOKYMeHTa;

() BU3a;

X) MOANuUChb;

1) oTMeTKa 06 3N1eKTPOHHOW NOAMUCH;

4) nevatsb;

L) OTMETKA 06 MCMONMHUTENE;

L) OTMETKA O 3aBEPEHMU KOMNuu,

bl) OTMETKA O MOCTYM/NEHUN AOKYMEHTA;

3) pesonouus;

0) OTMETKA O KOHTpPOJIE;

f) OTMeTKa 0O HanpaB/IEHUN LOKYMEHTa B [ief0.

2.24. bnaHK npukasa (pacnopsxxeHus) opraHm3auunm LO/MKeH BKIKYaTb PEKBU3UTHI:

Fep6 YBeNbCKOro MyHULMMNANbHOIO PaioHa;

HauMeHOBaHWe opraHu3aumnu;

HaMMeHOBaHWe BUAa JOKYMEHTa,;

MECTO COCTaBNEHUNA UMW N3[AHUA LOKYMEHTA,;

OTMETKM [NA pasMeLlleHnUs peKkBU3UTOB “"gaTa [AOKYyMeHTa", "perncrpauuoHHbI HOMep
JOKyMeHTa".

2.25. bnaHk nucbMa opraHm3almn AO/KeH BKAYaTL CleayloL e peKBU3nNTbI:

Fep6 YBeNbCKOro MyHULMMNANbHOTO PainoHa;

HaMMeHOBaHWe opraHu3aumuu;

CnpaBOYHble JaHHble 06 opraHu3auuu;

OTMETKM [N MpOCTaB/fIeHUS PEeKBM3UTOB “gaTa [OKYMeHTa", "perucrpauvoHHbIA HOMep
[IOKyMeHTa", "CCblfIKa Ha PErMCTPaLMOHHbIA HOMEP 1 AaTy NOCTYNMUBLUEr0 AOKYMeHTa".

B 6naHK nucbMa [O/HKHOCTHOMO nuua AOMOMHUTENIbHO BKAKOYaeTCs PEeKBU3UT "HavMeHOBaHMe
JO/MKHOCTM nuua”, a B 6naHK MuUcbmMa CTPYKTYPHOro noApasgeneHns (coseliaTesisHoro,
MeTOLMNYECKOro, 3KCNePTHOrO UM MHOTO opraHa) opraHusaunn - HanMeHoBaHWe CTPYKTYPHOI0
nogpasgeneHus.

2.26. BHYTpeHHMe JOKYMEHTbI opraHusauuu, opopmMseMblie He Ha 6/1aHKe, LO/MKHbI COAepXaTb
COOTBETCTBYHOLME BUAY AOKYMEHTA PEKBU3UTHI.

2.27. Tepb6 paspaboTaH C y4yeTOM MOTMBOB repba YBeNbCKOro MYHUUMNANbHOrO palioHa,
yTBepxaeHHoro 30 aHBapa 1998 roga (wallka, 0NeHb, OFHEYNopHasa rinHa, Konocbs 3/1aKoB).
N306paxeHne repba nomellaeTcsd Ha BEpXHeM none 6/s1aHKa JOKYMeHTa Ha paccTofaHuu 10 mm
OT BEepXHero Kpas /nucTa, 3axBaTbiBad 4acTb paboyeili 30HbI [AOKYMEHTA, LEHTPOBaHHO Hap
peKBM3NTaMun opraHusaLun.

2.28. Kof (opmbl JOKYMeHTa MPOCTaBNAAETCA Ha YHU(PUUMPOBAHHBLIX (POpMax [OKYMEHTOB B
COOTBETCTBMM C OO6LWEpPOCCUNCKUM  KNAaCcCUPUKATOPOM  yMNpaB/lieHYeCKOW [OKYMeHTauum
(OKY [l) nnn nokanbHbIM KnacCuprMKaTopoMm, pacrnosiaraetcs B MpaBOM BEPXHEM Yrny paboyero
nons AOKYMeHTa, COCTOUT 13 cnos "dopma no (HaMMeHOBaHUe Kiaccugukaropa)™ u umupposoro
Koga.

2.29. HaumeHoBaHWe opraHusaumMm Ha 6faHKe [JOKYMeHTa [O/DKHO COOTBETCTBOBATH
HaWMEHOBaHWIO OPUANYECKOTO /Mua B YyCTaBe opraHusauun. Ha 6raHKax [OKYMEHTOB
yKa3blBaeTCsa MOSIHOe ojumuuasbHOe HaMMEHOBaHWE HPUAUYECKOTrO fMua C YyKasaHWem ero
OpraHu3aLuMoHHO-NPaBoBOM  (POPMbl, HaL HauMMeHOBaHWEM OpraHusauMm  yKasblBaeTcs
HaMMeHOBaHWe BblLIeCTOAWeEN opraHusauuu (NpuM ee Haanuymm), NOJ HaMMeHOBaHUeM
opraHm3aumm B CKOOKax YyKa3blBaeTCA COKpalleHHOEe HavMeHOBaHWe opraHusauuu, ecnv OHO
npeLycMOTPEHO YCTaBOM.
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2.30. HaumeHoBaHWe CTPYKTYypHOro nogpasgeneHns (B TOM uucne ¢unvana, OTAeNeHus,
npeLCcTaBUTeNbCTBA, KOJIIErManbHOro, COBELLATENIbHOrO WM WHOrO0 OpraHa) yKasblBaeTCs B
6raHkKax nvMcem n 61aHKax KOHKPeTHbIX BMAO0B LOKYMEHTOB, M3[aBaeMblX COOTBETCTBYHOLLUMU
nogpasfefieHNs MM B COOTBETCTBMU C JIOKA/IbHbIMY HOPMAaTMBHbLIMU aKTamMy opraHusauuun. Hap
HaMMeHOBaHWEM CTPYKTYpPHOro nojpasfeneHns yKasblBaeTCqd HavMeHOBaHWe opraHusauum,
YbuUM (unnanom, OTAeNleHneMm, NpPefCcTaBUTENbCTBOM, KOJIJIETManbHbIM WAN COBeLLaTe/ibHbIM
opraHom faHHOe nojpasfefieHne ABNSETCA.

2.31. HaumeHoBaHWe [O/MHKHOCTW NMua UCMOMAb3yeTca B 6/11aHKax NMUCeEM LO/MKHOCTHBIX UL, U
pacnonaraeTtcsa rnoj HauMeHOBaHUEM OpraHu3aLun.

2.32. CnpaBo4YHble faHHble 006 opraHM3auunM yKasblBalOTCA B OnaHKax MUCEM W BK/HOYAKOT:
NMOYTOBbIN aZpec opraHu3ayuu (4OMONHUTENIbBHO MOXET YKa3blBaTbCA apec MecTa HaxoXAeHus
IOPUANYECKOro Nnua, eciv OH He COBMafjaeT C MOYTOBLIM afpecom); HOMep TenegoHa, hakca,
afpec 3NeKTPOHHOW MOYTbl, CETEBON aApec, a TakXKe Ko opraHmsauum no O6LLepocCuiickomy
Knaccumkatopy npeanpuatuin m opranmsauymin - (OKIMO), OCHOBHON rocyaapCTBEHHbI
perucTpaunoHHblli  HoMep  opraHm3auum  (OFPH)  ©  unaeHTUOUKALWOHHBIA  HOMep
HasoronnaTeNblWwKa/KO4 NPUYMHBI NOCTAHOBKWU Ha Hanorosblil yuet (MHH/KMM).

2.33. HanmeHoBaHMe BuAa [OKYMEHTA YKa3blBAETCH Ha BCEX [OKYMEHTax, 3a WCK/IYEHWEM
[enoBbiX  (Cny>KebHbIX)  MUCeMm, pacnosiaraeTcd  Moj  HaMMeHOBaHMEM  OpraHusauuu
(CTpYKTypHOro nogpasfeneHuns, 4OMKHOCTN).

2.34. [lata JOKYMeHTa [0/DKHa COOTBETCTBOBATL faTe NOANUCAHUA (YTBEPXAEHUS) LOKYMeHTa
nnn (B NpoToKonax) gaTe cobbITUA, 3aPUKCUPOBAHHOTO B JOKYMEHTE.

[ata [OKyMeHTa 3anucbiBaeTCAa B MOC/EL0BATENbHOCTU: [eHb MecAua, Mecsl, rof OLHUM U3
[BYX CNoco60B:

apabckumMu undpamm, pasgeneHHbIMu Toukoii: 05.06.2018;

CNOBECHO-LM(DPOBbLIM cnocobom: 5 noHa 2018 .

Ha gokymeHTax, oopMnsemMblX Ha 6naHkKe, AaTa AOKYMEHTa NMPOCTaBASETCA MO PEKBM3UTAMU
"HauMeHOBaHVe BMAa AOKyMeHTa" (B 61aHKaxX KOHKPETHbIX BUAOB LOKYMEHTOB) U "CrpaBOYHble
JaHHble 06 opraHusaunn” (B 6naHkax nucem).

[atoin foKyMeHTa, U34aHHOI0 COBMECTHO ABYMA unu 6onee opraHusaymamm (40HKHOCTHbIMM
nuuamu), ABNAeTcA fata NoANUCaHUA AOKYMeHTa nociefHell CTOPOHON.

2.35. PerncTpaunoHHbIi HOMep [AOKyMeHTa - LWU(PPOBOA unM  6YKBEHHO-LUKDPOBON
NOEHTU(NKATOP AOKYMEHTa, COCTOAWMMA M3 NOPAAKOBOro HOMepa [OKYMEHTa, KOTOpblid, Mo
YCMOTPEHMIO OpraHusaunn, MOXXeT [AOMOJIHATLCA LUPPOBLIMA WMAN OYKBEHHBIMW KOLAMMU
(nHOekcamun) B COOTBETCTBUM C UCMOMb3YEMbIMU KlaccuukaTopamu.

Ha [OKymeHTe, COCTaB/NEHHOM COBMECTHO [BYyMA M 60/iee opraHvsaumaMu, MpOCTaB/AOTCA
perncTpaunoHHble  HOMepa  [JOKYMeHTa, MNPUCBOEHHblE  KaXAOW M3 OpraHu3auui.
PervcrpauMoHHble HOMepa NPOCTaB/AOTCA B NOPALKe YKa3aHUS HaMMeHOBaHWI opraHu3auunin B
3aron0BOYHO YacTu (Npeambyne) LOKYMEHTa U OTAENATCA APYr OT Apyra KOCol Y4epToil.

2.36. Ccblnika Ha perncTpaunoHHbIi HOMep WM AaTy NOCTYMNWBLUEro AOKYMEHTa, cocToswas u3
PerucTpaLnMoHHOro HoMepa W [AaTbl BXOAALWEro [AOKYMEHTa, Ha KOTOpbliA [aeTcd OTBeT,
npocTasnseTcs B Buge otmeTkn "Ha N ... oT ..." B 61aHKe nucbma.

B TekcT nucbMa-oTBeTa CBefeHWs O PerncTpalyMoHHOM HOMepe W faTe NMOCTYMUBLUErO NucbMa
He BK/IOYaloTCA.

2.37. MecTto cocTtaBfieHns (M3haHUs) LOKYMeHTa YKas3blBaeTCAd BO BCeX [OKYMEHTax, Kpome
[enoBbIX (CNy>XebHbIX) MUCEM, BHYTPEHHUX WHMOOPMaLNOHHO-CNPaBOYHbIX [OKYMEHTOB, a
TaKXXe B C/lyyae, ec/iv MeCTO Hax0X/AeHuWs opraHu3aluy BXOAUT B ee HauMeHOBaHWe, Hanpumep:
KaMeHCKoe cenbCKoe noceneHne YBeabCKOro MyHULMNanbHOro panoHa.

MecTo cocTaBfieHns (M3g4aHUs) [OOKYMeHTa YKa3biBaeTCi B COOTBETCTBMM C MPUHATHIM
aAMUHUCTPATUBHO-TEPPUTOPUANIBHBIM [lefieHneM, Hanpumep: n.KameHCKWiA YBeNbCKOro p-Ha
YensbuHCcKoM 06N,



2.38. pud orpaHuyeHus f[octyna K AOKYMEHTY MpOCTaB/iAeTCA B MPaBOM BEPXHEM Yray
nepBoro fiucrta AoKyMeHTa (MpoeKkTa JOKYMEHTa, COMPOBOAMTENIbHOIO NMUCbMa K JOKYMEHTY) OT
rpaHulbl BEPXHero nonf Mpu Hainuymm B [OKYMeHTe WHGpopMauuu, [OCTYN K KOTOPOW
OrpaHn4MBaeTCA B COOTBETCTBUM C 3aKOHOAATeNbCTBOM Poccuiickoii degepaymm.

Buabl ucnonb3yembix B opraHusaumm rpugos orpaHMYeHnsa JocTyna LO/MKHbI COOTBETCTBOBATb
3aKOHOJaTe/IbHbIM U MHbIM HOPMaTMBHbLIM MPaBOBbIM akTam Poccuinickoii ®egepaunut U LOMDKHbI
ObITb 3aKPEn/eHbl B IOKASIbHbIX HOPMAaTUBHbIX akTtax. [pud orpaHnyeHns 4OCTyna K JOKYMeHTY
(nometka "Ona cnyxebHoro nonb3oBaHua"6, rpud “"Kommepueckas TaiHa'"7) MOXeT
[OOMOMHATLCA HOMEPOM 3K3eMMaspa [LOKYMeHTa M APYTMMU CBeLeHWAMW B COOTBETCTBUM C
3aKOHOAaTeNLCTBOM Poccuiickoin degepaunn.

B LoKyMeHTax opraHusauuun, cofepxaliux CBefeHWUs, COCTaBNAOLIMe KOMMEPYECKYHO TaliHy, B
COOTBETCTBMM C PefepanbHbiM 3aKOHOM 0T 29 uwond 2004 r. N 98-®3 "O kKomMepyecKol
TailHe" Hapsagy C rpudomM yKasblBaloTCA MOJSIHOE O(ULMAbHOE HAUMEHOBAHUE HPUANYECKOTO
NNLA, MEecTo ero HaxoXxpaeHusa. Hanpumep:

Kommepueckas TainHa

®bY "HanmeHoBaHuWe opraHusaummn”
MecTo HaxoXaeHus

2.39. Appecar - pekBU3UT, UCMONb3yEMbIA MpU 0OPMIEHUN LeNnoBbiX (CNY>XebBHbIX) MUCEM,
BHYTPEHHUX MH(OPMALNOHHO-CNPaBOYHbIX JOKYMEHTOB.

AfpecaTtomMm JOKYMeHTa MOXEeT ObITb OpraHu3auus, CTPYKTYpHOe MnojpasfefieHne opraHusaluu,
[O/DKHOCTHOE UK (hM3nYecKoe muo.

PekBun3ut "agpecat" odopmnaserca Ha 6naHKe C YrnOBbIM PacrofioKeHWeM PeKBU3UTOB - B
BEepXHei npaBoOi 4acTW AOKYMEHTa, Ha 6/11aHKe C NPOAOJIbHbIM PacroioXeHVeM PEKBU3UTOB -
cnpaea noj peksusutamy 6naHka. CTPOKW pekBu3uUTa “afpecaT” BbIpaBHMBAKTCA MO N1€BOMY
Kpat0 WM LUEHTPYHOTCSA OTHOCUTENbHO CamMOl A/IMHHOW CTPOKM.

Mpy agpecoBaHWN [OKYMeHTa PYKOBOAWUTENO (3aMeCTUTENO PYKOBOAMTENA) opraHusauuu
YKa3blBalOTCA B [aTe/lbHOM nNajexe HauMeHOBaHWEe [O/PKHOCTU PYKOBOAWUTeNs (3aMecTuTens
PYKOBOAMTENS),  BK/IKOYalOlee  HaMMeHOBaHWe  opraHusauuu,  Gamuauio,  UHULManb
[0O/MKHOCTHOTO nua. Hanpumep:

["'eHepanbHOMY ANPEKTOPY
®BY "HanmeHoBaHune
opraHmusayun®

damnnuna N.0.

6MyHKT 1.4 ToN0oXXeHUs 0 NopsiAKe 06paLLeHMs Co CNy>Xe6HOI NH(opMaLmeli orpaHNYeHHOro pacnpocTpaHeHns B
thefiepasibHbIX OpraHax UCMO/IHUTENBHOM BNacTX, YNOIHOMOYEHHOM OpraHe yrpaB/ieHUs! UCMO/Ib30BaHNEM aTOMHOA
3HEPrumM 1 ynosiHOMOYeHHOM OpraHe Mo KOCMUYECKOI AeATe/IbHOCTU, YTBEePXKAEHHOI0 NOCTaHOB/IEHNEM
MpaBuTenbCcTBa Poccniickoii degepaumm oT 3 Hos16ps 1994 r. N 1233 (CobpaHue 3aKoHOAATE/IbCTBA POCCUIACKOIA
depepaumm, 2005, N 30, cT. 3165; 2012, N 31, cT. 4368; 2016, N 9, cT. 1263; 2016, N 13, cT. 1833).

7YacTb 4 cTaTbk 6 defepasibHOro 3akoHa ot 29 nonsa 2004 r. N 98-d3 'O komMepyecKoii TaHe™ (CobpaHue
3aKoHogaTenbcTBa Poccuiickoi degepauun, 2004, N 32, cT. 3283; 2006, N 6, cT. 636; N 52, cT. 5497; 2007, N 31,
CT. 4011; 2011, N 29, cT. 4291; 2014, N 11, cT. 1100).
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Mpu agpecoBaHUWM nNUCbMa B OpraHM3auuil YKasbiBaeTCAd €e [MO/HOe WAM COKpalleHHoe
HaMMeHOBaHWe B UMEHUTENIbHOM Najexe.

Mpn agpecoBaHUM [OKYMEHTA B CTPYKTYpPHOe rMojpasfeneHne opraHvsauum B PeEKBU3NTE
"agpecat” yKas3blBalOTCA B WMEHWUTE/NIbHOM NajeXe HauMMeHOBaHWe opraHusaunm, Humxe -
HaMMeHOBaHWe CTPYKTYPHOro nogpasgesnieHus. Hanpumep:

®BY "HanmeHoBaHue
opraHusayun”
®urHaHCOBOE yrpaBneHne

Mpu agpecoBaHUM MUCbMa PYKOBOAWUTENHD CTPYKTYPHOro MNojpasfeneHus yKasblBalOTCs B
MMEHUTENIbHOM NafeXe HauMeHOBaHMe OpraHusauumM, HUXe - B AaTe/lbHOM Majexe
HaVMeHOBaHMe [AO/MKHOCTU PYKOBOAWTENS, BK/OYalollee HaMMeHOBaHWe CTPYKTYPHOrO
noApasaeneHuns, amununio, nHuumuansl. Hanpumep:

dbY "HanmeHoBaHue
opraHusayun”
PykoBoanTento AOroBOpPHO-
npasoBOro oTaena
damunna N.0.

Mepen amunvein [JOMKHOCTHOIO Nuua [ONYCKaeTcs ynoTpebnaTb CoKpalieHue "r-Hy"
(rocnoguHy), ecnu agpecat MYX4YMHa, WAM "r-ke" (rocrnoxe), ecnm agpecaT >XeHLWWHa,
Hanpumep:

r-oy ®amunus N.0.
r-xe ®amunus 1.0.

Mpu paccbiike [OKYMeHTa T[pynne opraHusaunin ofHOro Tuna WAM B CTPYKTYpPHbIe
noapasfeneHns oHOW opraHu3aLum, agpecar ykasbiBaeTcs 0606LIeHHO. Hanpumep:

PykoBoauTtensm gunnanos
dBY "HanmmeHoOBaHUe
opraHmusayun®

PyKoBOAMTENAM ynpaBieHui
n orgenos ®bY "HanmeHoBaHue
opraHmusayun®

Mpy paccbifike AOKYMEHTa He BCEM OpraHusaumsamM Wan CTPYKTYPHbIM MOAPa3feneHuaM Moj
pekBu3nTOM "Agfpecat” B CKOOKax ykasbiBaetca: "(no cnucky)". Hanpuwmep:

PyKoBOAMTENAM yNpaBfeHUin W OTAEN0B
®BY "HanmeHoBaHune

opraHusayun”

(no cnuncky)

Cnucok pacchbl/IKU COCTABSETCA UCMOSTHUTENEM.



Ecnv nucbMo HanpasisieTcd B OpraHv3auvio UAM JO/HKHOCTHOMY NULy W A5 CBEAEeHUs eLle
psgy opraHusauuii unmM LO/MKHOCTHbIX Nul, obuiee KOAUYECTBO afpecaToB He [O/HKHO ObliTb
6onee 4yeTblpex, NpPU 3TOM OCHOBHOW ajpecaT yKa3biBaeTcsi MepsBbiM, cfoBo "Konus" nepeg
BTOPbIM, TPETbUM, YETBEPTLIM afpecaTaMun He neyaraeTcs.

B cocTtaB pekBu3nTa "Afpecat" MOXeT BXOAMUTb NOYTOBbIM afpec. INeMeHTbl NOYTOBOro ajpeca
yKa3blBalOTCA B MOC/EL0BATE/IbHOCTW, YCTAaHOB/EHHONW [paBMnaMu okKasaHWs yCayr noYTOBOM
cesian’®:

a) 4NA HOPUAMYECKOro Nnua - MOJIHOE WM COKpalleHHOe HavMeHoBaHwe (Mpu Hanuyuun), 4ns
rpaxgaHunHa - hamuamsa, ums, oT4ecTBo (NocnefHee NPy HanU4nn);

6) 6aHKOBCKME PEKBM3UTbI (4NA MOYTOBLIX MEPEBOAOB, HamnpasBffAeMblX HPUANYECKOMY ALY
NI MPUHUMAEMBIX OT HOPULNYECKOTO NNLA);

B) Ha3BaHWe ynunubl, HOMEpP JOMa, HOMEpP KBapTUpbI;

) Ha3BaHWe Hace/IeHHOr0 MyHKTa,;

[) Ha3BaHue palioHa,;

e) Ha3BaHue pecnybnku, Kpas, 061acTn, aBTOHOMHOTO oKpyra (o6nactu);

X) Ha3BaHue cTpaHbl (418 MeXAYHapOLHbIX NOYTOBbLIX OTNPAaBAEHWUN);

3) NOYTOBbIN NUHAEKC.

MouToBbLIM afpec He yKasblBAaeTCH B [OKYMeHTaX, Hanpas/isieMblX B BblCLUME OpraHbl BacTu,
BblLLecToAL e opraHusauum, noLBefOMCTBEHHbIE opraHusaumu " MOCTOAHHbIM
KOppecnoHeHTam (3a UCK/TIOYEHNEM HanpaB/eHNsA MUCeM YKa3aHHbIM afipecaTamM B KOHBepTax C
npo3payvyHbIMK OKHamu).

Mpu oTNpaBKe NUCbMa MO 3/1EKTPOHHON MNOYTe MAN (DaKCUMUIbHOW CBA3U (6e3 [OCbINKK N0
noyte) MOYTOBbIA ajpec He YykKasbiBaeTcsa. [Mpy Heo6XOAMMOCTM MOXeT OblTb YyKa3aH
3N1eKTPOHHbIN agpec (Homep TenedoHa/dakca). Hanpumep:

®BY "HanmeHoBaHue
opraHmusaymmn®

DNEeKTPOHHbIN agpec

2.40. T'pu yTBEPXAEHMA LOKYMEHTa MPOCTaB/iAeTCa Ha AOKYMEHTax B MpaBOM BepXHEM Yrny
nepsoro nucrta pAokymeHta. CTpPOKM peKBM3MUTa BbIpaBHUBAKOTCA MO /IEBOMY Kpaw WK
LLeHTPYOTCS OTHOCMTENLHO CaMOl A/IMHHOW CTPOKM.

Mpu yTBEPXAEHUWN [OKYMEHTAa COOCTBEHHOPYYHON MNOAMUCLIO [AO/MKHOCTHOrO nuua rpug
yTBEpPXAeHNsa coctonmT wu3 cnosa "YTBEPXOAID", HaumeHOBaHWS [O/HKHOCTM nnua,
YTBEPXAAKOLWero [LOKYMEHT, €ero MOoAMWCW, WHWUWANoB, (amMuinun u [atbl YTBEPXKAEHWUA.
Hanpumep:

YTBEPXAAHO
AupekTop ®bY "HaumeHoBaHue
opraHmusaymmn®

Moanwnce N.0. damunnusa

[aTta

8TMyHKT 22 MpaBwn 0Ka3aHWs ycyr NOYTOBOW CBA3W, YTBEPXKAEHHbIX MPUKa3oM MUHUCTEPCTBA CBA3W U MAcCOBbIX
KOMMYHMKauuin Poccuiickoli ®egepaumm ot 31 nons 2014 r. N 234 (3apeructpupoBaH B MUHUCTEPCTBE HOCTULMN
Poccuiickoin ®egepaunn 26 gekabps 2014 r., permctpaumoHHbIiii N 35442), ¢ 3MEHEHNSIMX, BHECEHHbLIMMW
NprKasoM MrHUCTEPCTBA CBA3W M MacCoBbIX KOMMYHMKaumii Poccuiickoin degepaumm ot 13 eBpans 2018 r. N 61
"'O BHECEHWM M3MeHeHWI B MprKa3 MUHMCTEPCTBA CBA3M U MacCOBbIX KOMMYHMKaumMii Poccuiickoin degepaumm ot
31 nonsa 2014 r. N 234 06 yTBepXaeHn MNpaBui oKasaHWs yenyr noYToBoM CBAN' (3aperucTpupoBaH B
MwuHucTepcTBe ocTULUKN Poccuiickoit ®eaepaumm 28 mapTa 2018 r., pernctpaumoHHbiii N 50545).
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Mpu yTBEPXAEHUN AOKYMEHTA pacnopaguTeNbHbIM LOKYMEHTOM rpud yTBEPXKAEHUS COCTOUT U3
cnosa "YTBEPXAEH" ("YTBEPXAEHA", "YTBEPXAEHbI" wnun "YTBEPXAEHO™),
COrNacoBaHHONO C HaUMMEHOBaHWEM BUAA YTBEPXAAEMOro [AOKYMeHTa, Has3BaHWs BuAa
pacnopagMTeNnsHOro A0KyMeHTa B TBOPMTEIbHOM MafeXxe, ero Aatbl, HOMepa.

Hanpumep:

(PernameHT) YTBEPXOEH
npukasom ®BY "HanmeHoBaHue
opraHmusayun®
oT 5 okTA6psA 2017 r. N 82

(Mpaswnna) YTBEPXAEHbI
npukasom ®bY "HanmeHoBaHue
opraHusayun”
0T 5 okTA6psa 2017 r. N 83

Mpv yTBEPXAEHUN LOKYMEHTa KOJINernanbHbiM, COBeLLaTe/IbHbIM UM UHBLIM OPraHoOM, peLleHuns
KOTOPOro (OMKCUPYIOTCA B MPOTOKO/Ie, B Trpue YTBEPXAEHUSA YKa3blBaeTCH, HavMeHOBaHue
opraHa, gaTa u Homep npoTokona (B ckobkax). Hanpumep:

(MonoxeHue) YTBEPXAEHO
HayuyHO-TeXHUYECKMM COBETOM
®bY "MHHOBayma"

(npoTtokon ot 12.09.2017 N 12)

2.41. 3aronoBOK K TEKCTYy - KpaTKOe cojepXaHue AOKyMeHTa. Ecnu 3aronoBoK K TeKCTy
OoTBeYaeT Ha BONpoc "o uem?", OH HauMHaeTca ¢ npegnora "O" ("O6™). Ecin 3arofioBoK K TEKCTY
OTBEYaeT Ha BOMpoC "4yero?', OH cOCTaBNsAeT OAHO Le/n0e C HasBaHWEM BuAa AOKYMEHTa.
Hanpumep:

npukas (0 4em?) 0 co3faHun aTTecTayMoOHHOW KOMUCCUN

nncbMo (0 4eM?) 0 NMPefoCTaBEHUN MHOPMaLUU

akT (4ero?) npuvema-nepegadun gen

nNpoTOKON (4ero?) 3acefaHns 3KCNEPTHON KOMUCCUM

3aronoBOK K TEKCTY O(DOPMAAETCA NoL pekBu3MTamun 6naHka cnesa, OT rpaHuLLbl 1€BOr0 Moss.
2.42. TeKCT AOKYMEeHTa COCTaBNsAeTCA Ha rocyapCTBEHHOM A3blKe Poccuinckoin ®egepaymm mam
rocyfapCTBeHHOM A3blKe (A3blkax) pecny6nuk B cocTaBe Poccuiickoli ®degepaumm B
COOTBETCTBMM C 3aKOHOAATeNIbCTBOM pecny6anK B coctaBe Poccuiickoii ®egepauun9.

TeKCT [OKYMeHTa [O/DKeH ObiTb COCTaBfleH rPamoTHO, ACHO, MOHATHO W MO BO3MOXHOCTU
KpaTKo. TeKCT AOKYMeHTa AO0/DKeH COAepXXaTb [OCTOBEPHYH U aKTya/lbHYH WHHopMauuio,
[OCTaTOYHYHO ANA NPUHATUA PELeHni i UM X UCMONHEHUSA, He AO/MKEeH A0NYCKaTb pasnMyYHbIX
TO/IKOBaHUIA.

B TekcTe JOKyMeHTa, MNOArOTOB/IEHHOM HA OCHOBaHMM 3aKOHOAATe/lbHbIX WU  UHbIX
HOPMAaTMBHbIX MPaBOBbIX aKTOB, paHee U3JaHHbIX PacnopsaguTeNibHbIX  [AOKYMEHTOB,
YKa3blBaOTCA UX PEKBUUTLI:

93akoH Poccuiickoin defepaumm ot 25 okTab6psa 1991 r. N 1807-1 'O s3blkax Hapoaos Poccuiickoii degepauyn’™
(BemomocTu cbhesfa HapofHbIX genyTaToB 1 BepxoBHoro CoBeTa Poccuiickoin defepaumm ot 12 gekabps 1991 r.,
N 50, cT. 1740; CobpaHue 3akoHogaTenbcTBa Poccuiickoii ®efepaumm, 1998, N 31, cT. 3804; 2002, N 50, cT. 4926;
2013, N 27, cT. 3477; 2014, N 11, cT. 1094).
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HanMMeHOBaHWe [OKYMeHTa, HauMMeHOBaHWe opraHa BfacTu (opraHusauumn), wu3gasLuero(en)
[LOKYMEHT, flaTa JOKYMEeHTa, perncTpauoHHbI HOMep JOKYMEHTa, 3aro/l0BOK K TEKCTY;
HauMeHOBaHWe oOpraHn3auunm WM [LO/MKHOCTHOIO /vua, YTBEpAMBLUEro [AOKYMeHT, fjarta
YTBEPXAEHNA AOKYMEHTA.

TeKCT JOKYMEHTa MOXET COfepXaTb pasgesnibl, noApasfesnibl, NYHKTbI, NOANYHKTbI, HYMEpyemble
apabCckMMuy ungpammn. Y poBHein pybpurkaumm TeKCTa He JO/MKHO ObiTb 60nee YeTbipex.

TekCT JOKYMEeHTa usfaraeTcs:

B MpuWKasax, W34aHHbIX eAWHO/IMYHO, - OT MepBoro uua eauHcTBeHHoro uyucna (..
npukasbiBaw");

B MpuKasax, W34aHHbIX COBMECTHO [ABYyMA Wau 60nee opraHusauymsmu, - OT MNEPBOro nuua
MHOXecTBeHHOro uncna (... npukasbiBaem");

B MNPOTOKONax 3acefaHwnii - OT TPeTbero nuua MHOXecTBeHHoro uucna ("CNYLWANN",
"BbICTYNMUAN", "NOCTAHOBUNAN" nan "PELNNIN");

B [EeNOBbIX TMNUCbMax, OMOPMMEHHbIX Ha 6naHKax opraHusauyuM, - OT TMepBOro fuua
MHOXECTBEHHOro u4ucna (NMpocum, HarnpasnfemM, Mnpegnaraem) waM OT TPeTbero Juua
eANHCTBEHHOrO0 yncna ("npeanpuaTue He Bo3paxkaer...", "MHCTUTYT cuMTaeT BO3MOXHbIM...");

B [efIoBbIX MNUCbMax, OMOPM/IEHHbIX Ha [O/PKHOCTHbIX 6f1laHKax, - OT MepBoro snuua
eAMHCTBEHHOrO yncna ("npowy ...", "npegnarato ...");

B AOKNAAHbIX W CNYXe6HbIX 3annckax, 3asBNeHUAX - OT MepBoro nnua eAuHCTBEHHOro yucna
("npowy ...", "cumTar HeobxoAUMBIM ...");

B [AOKYMEHTax, YycCTaHaBIuBawWMnX QyHKuUn (0693aHHOCTM), nNpaBa W OTBETCTBEHHOCTb
CTPYKTYPHbIX MojpasfenieHnil, paboTHUKOB (MOJIOXKEHWE, WHCTPYKLUMA), a TakXe CcofepXalymx
onucaHue cuUTyauuid, aHanuM3 (akToB W BbIBOAbl (aKT, CrpaBkKa), MCNosb3yetca Qopma
N3N0XXKEHNS TeKCTa OT TPETbero fvua efMHCTBEHHOro WM MHOXecTBeHHoro uucna (“otaen
OCYLLECTBAAET (DYHKUMN...", "KOMMCCHA NPOBENA NPOBepKy...").

Mpv MOAroToBKe TeKCTa AOKYMeHTa cnefyer cO06/M04aTb NMpasuia HanucaHua OoMUuUManbHbIX
HaVMeHOBaHWI, YNCNUTENbHbBIX U eAUHUL, N3MEPEHNS.

B TekcTax [AOKYMeHTOB YNoTpebnawTca o06wenpuHATbie abbpeBmaTypbl M rpauyeckue
COKpaLleHuns.

Mpy yKasaHUM B TekCTe (amMuinuv NnLa MHWUKMANbLI CTaBATCA nocne gamunuun. B [enosbix
(cny>kebHbIX) NMCbMax UCMOJb3YHOTCA:

BCTYNUTE/IbHOE 0b6paLleHue:

YBaxkaemblii rocnoguH Mpeacepatens!

YBaxaeMmblii rocnoguH MuHuctp!

YBaXkaemblil rocnoguH eaHos!

YBaxkaemas rocrnoxa lNetposal!

YBaxaeMmblii BaH MeTpoBuu!l

YBaxaemasa AHHa HukonaesHal!

YBaxaeMmble rocnogal

3aKMoYnTeNbHaA aTuKeTHaa (pasa: "C ysaxeHuewm, ..".
HanmeHoBaHWe [O/MHKHOCTU B O6paleHuy MUWeTcs € NPONUCHOA OykBbl, B obpalLeHun Mo
(haMmuMm nHULManel NMLa He yKasblBatoTCS.

2.43. OTMeTKa 0 NMPUIOXEHUN COLEPXKUT CBELEHUA O JOKYMEHTe (AOKYMeHTax), MpunaraeMom K
COMPOBOAMTENbHOMY MUCbMY, WHOMY WH(OPMaLUOHHO-CNPaBOYHOMY [LOKYMEHTY, UM O TOM,
4yTO [OKYMEHT fBMAETCA MPWIOXKEHWEM K OCHOBHOMY [OKYMeHTY (HOpPMaTMBHOMY,
pacrnopsaauTeNlbHOMY U UHOMY).

B conpoBOAMTENbHBIX MUCbMAX U APYTMX UHHOPMaLNOHHO-CNPaBOYHbIX LOKYMEHTaX OTMeTKa
0 MPUNOXKEHNN OPOPMIAETCA NOL TEKCTOM OT FpaHuLbl 1eBOr0 Nond ciefyrowmm o6pasom:
ec/niv NPUI0XEHNEe Ha3BaHO B TEKCTE:

MpunoxeHwue: Ha 2 . B 13Ks.
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€C/IN NPUN0oXeHNe He Ha3BaHO B TEKCTE Wn eCnn I'IpI/IJ'IO)KEHVII\/JI HECKOJ/1bKO:

MpunoxeHne: 1. 1 MNMonoxeHne 06 YnpasBneHU PermoHanbHOro KpeauToBaHus Ha 5 n. B
13k3.
2. CrnpaBka O KaApOBOM COCTaBe YTMpaB/ieHVWA PEernoHasbHOro
KpeanToBaHua Ha 2 . B 13Ks.

ecnv npuioxeHue (NpuoXxeHus) copoLLopoBaHo(bl):

MpunoxeHue: B 2 3K3.

MpunoxeHue: otyeT oHWP B 2 3K3.

ec/in  [OKYMEHT, SBMAIOLWMIACA MNPUIOXKEHUEM, WMeeT TMPUNOXEHUS C CaMOCTOATE/IbHOM
HyMepaunen cTpaHnL:

MpunoxeHue: [lOroBop BO3Me3f[HOro okasaHua ycnyr ot 05.09.2017 N 32-17/72 wu
NPUIOXEHUA K HEMY, BCEro Ha 7 /.

ecny NCbMO HanpaB/seTCss HECKONMbKUM afipecataM, a AOKYMEHT-NPUI0XEHNE TONbKO NepBoMy
aapecary:

MpunoxeHue: Ha 3 N. B 13K3. TONbKO B MepBblil aapec.

ecnu MNpUNOXKEHNEM SABNAOTCA [OKYMEHTbl, 3anucaHHble Ha (uM3n4eckn 0060CO6MEHHbIV
3NEKTPOHHbIA HOCUTENb:

[MpunoxeHwue: DVD-R B 13kKs.

Mpn 3TOM Ha BKnafblle (KOHBEPTE), B KOTOPbIA MNOMeLLaeTCs HOCUTE/b, YKa3blBatOTCH
HaVMeHOBaHWA LOKYMEHTOB, 3aMuCaHHbIX HA HOCUTENb, UMeHa (aiinos, 06beM B banTax.

B pacnopsaguTenbHbiXx [LOKYMeHTax (npukasax, pacrnopsXeHuax), A0rosopax, MOM0XEHUAX,
npaeufiax, WHCTPYKUMAX W [PYIrMX [OKYMEHTaxX OTMeTKa O TMPUI0XKEeHUU O0popMIseTcs
cnegytowmm o6pasom:

B TeKCTe [OKYMeHTa nNpu TMepBOM YMOMWHaHUN [OKYMEHTa-MPUIOXEHNS B CKOOKax
YyKasblBaeTcH: ... (NpunoxeHue) nnu ... (npunoxerHue 1), (npunoxexnune N 1);

Ha NMepBOM /INCTe AOKYMEHTA-NMPUIOXEHNS B NPaBOM BEPXHEM YTI/y YKa3blBaeTCs:

MpunoxeHune N 2

K npukasy ®bY "HanmeHoBaHue
opraHmusaymn®

oT 15.08.2017 N 112
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Ecnn npunoxeHnem K pacnopsifuTeNibHOMY LOKYMEHTY SIBNSETCS NIOKaNbHbI HOPMATUBHBINA akT
WAW UHOW [LOKYMEHT, YTBEPXAAEMbI [aHHbIM PacnopsAUTEeNbHbIM [OKYMEHTOM, Ha MepPBOM
NINCTe NPUNOXKEHUA NPOCTABNAETCA OTMETKA O NPUIOXKEHUN (6€3 CCbIIKM Ha pacnopsanTenbHbIi
[AOKYMEHT) W rpud YTBEPXKAEHUS, B KOTOPOM YKasblBalOTCH [aHHble PacnopsiAUTENbHOTO
LAOKYMEHTA, KOTOPbIM YTBEPXAEH LOKYMEHT-NPUI0OXEHUE. Hanpumep:

Mpunoxernne N 1

YTBEPXOEHO

npukasom ®BY "HanmeHoBaHue
opraHmusayun®

ot 18.09.2017 N 67

2.44. Tpu cornacoBaHMsa NPOCTaBNAeTCA Ha LOKYMEHTe B C/lyvyae €ro BHELIHEero corjacoBaHus
(cornacoBaHue ¢ opraHamMmu BfacTv, UHbIMW OpraHu3aunsaMn, LONXKHOCTHBIMUK nLamm).

pug cornacoBaHMsa B 3aBMCMMOCTM OT BMAAa AOKYMEHTa U OCOOGEHHOCTEl ero othopMaeHuUs
MOXET NPOCTaBNATLCH:

Ha NepBOM NNCTE AOKYMeEHTa (eC/IM LOKYMEHT UMeeT TUTYNbHbIA NNCT, - HA TUTY/IbHOM NIUCTE) B
NIeBOM BepXHeM YrNny Ha YpOBHe rpuda YTBepXAeHWS WAWM Nnoj HaMeHOBaHWEM [OKYMeEHTa
611MKe K HDKHEMY MONI0);

Ha nocnegHeM NUCTe AOKYMEHTa noj TEKCTOM,
Ha N1UCTe cornacoBaHua, ABAAKOLLIEMCA HEOTHEM/IEMOI YaCTbHO NOKYMEHTa.

Mput cornacoBaHua coctout m3 cnosa "COMJTACOBAHO", AO/MKHOCTU NMuUa, C KOTOPbIM
cornacoBaH [AOKYMeHT (BK/JOYas HauMeHOBaHMe oOpraHusauumn), ero Co6CTBEHHOPYYHO
nognucKu, NHULMaNoB, GaMmuinn, fatbl COrnacoBaHus.

Hanpumep:

COIrTACOBAHO
eHepasbHbIN ANPEKTOP
®BY "HanmeHoBaHune
opraHmsaumn™

Moanwuco N.0. damnnus

[ata

Ecnu cornacoBaHune 0CYLLeCTBNSETCS KOMMErnanbHbIM, COBELATebHbIM UIU WHbIM OPraHoM, B
rpude cornacoBaHWsi yKasblBalOTCS CBefeHWUs 06 opraHe, COrnacoBaBLUEM [AOKYMEHT, gaTe U
HOMepe MpOTOKoMa, B KOTOPOM 3a)MKCMPOBAHO pelleHne O corflacoBaHuW. Ecnv cornacoBaHue
OCYLLECTB/SIETC MUCbMOM, YKasblBalOTCA BUA [AOKYMEHTa, HauMeHOBaHWe OpraHu3auuu,
COr/flacoBaBLUe JOKYMEHT, Aata v HOMep MucbMa.

Hanpumep:

COIrTACOBAHO

Hay4yHO-TeXHWYECKUM COBETOM

obY "HanmeHoBaHue opraHmusaymn'
(npoTokon oT N )
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COI'MACOBAHO

nncemMom ®BY "HanmmeHoBaHue
opraHusaumn”

oT N

2.45. BHyTpeHHee corfacoBaHue [OKyMeHTa o(opmseTcs BU30iM. Busa BbipaaeT MHeHue
nnua, BU3MPYIOLLEro MPOEKT [OKYMEHTa, W BK/OYAET: [AO/DKHOCTb /N1La, BU3MPYHOLLETO
OOKYMEHT, MOAMWUCH, PacWwmn@pPoBKY nognucu (MHuUuManbl, Gamumanio) U [aTy BU3MPOBaHUA.
Hanpumep:

PykoBoauTe/ib OPULANYECKOTO 0TAeNa
Moanwuco .0 damunng

[ata
Mpy HaNUMKM 3amMevaHnin K AOKYMEHTY BMU3Y OhOPMASIOT credytowmnm obpasom:

3ameyaHuda npunararoTcs.
PykoBoauTe/b OPULANYECKOTO 0TAeNa

Moanwuco .0 damunng

Jarta

B [OOKyMeHTax, MNOA/IMHHUKA KOTOPbIX XPaHATCA B OpraHusauuu, BW3bl MPOCTABAAIT Ha
nocfiefHeM NMUCTe AOKYMeHTa Moj MoAnucbio, Ha 060pOTe MOC/efHEro nucrta MoAJMHHUKA
OOKYMEHTa UM Ha INCTe corfiacoBaHus (BU3NpoBaHuA), NpunaraeMmom K JOKYMEHTY.

B ncxogdawmx 4OKYMeHTax BU3bl MPOCTaBAAKTCA HA 3K3EMMIApaxX 4OKYMEHTOB, MOMELLAEMbIX B
Jeno.

Mo YCMOTPEHUIO OpraHM3auum MOXET NMPUMEHATLCSA MOMUCTHOE BU3MPOBAHME JOKYMEHTa U ero
MPUNOXEHUN.

CornacoBaHue NPOEKTOB AOKYMEHTOB (BHEeLLHee, BHYTPeHHEE) OCYLLECTB/AETCA B COOTBETCTBUU
C NnyHKTamu 4.1 - 411 unHCTpyKUUN.

2.46. MNognuce BKMOYAeT: HaMMeHOBaHWe LO/DKHOCTW nnua, MOAMUCHIBAIOLWEro JOKYMEHT, ero
COOCTBEHHOPYYHYIO NOAMNUCHL, UHULMANLI, haMmuinio. Hanpumep:

eHepanbHbI 4UPEKTOP Mognuck nN.0. damnnng

Ecnn  poKyMeHT o@gopmneH He Ha 06naHKe, B HauMeHOBaHMEe [O/DKHOCTU BK/KOYaeTcs
HauMeHOBaHWe opraHusaumn. Hanpumep:

eHepasbHbIN ANPEKTOP
®BY "HanmeHoBaHune
opraHusaumn” Mopnuck N.0. damunnus
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Mpu odopmneHun [OKYMeHTa Ha 6GnaHKe AOMKHOCTHOrO NMLA AOMKHOCTb 3TOr0 /vua B
MoAnuncu He yKasblBaeTcs.

Moanuce N.0. damunnus

Mpy NOANMCAHWM AOKYMEHTA HECKONbKUMMW AO/MKHOCTHBIMU NMLLAMU, 3aHUMAOLUMK pasHoe
MOMOXeHWe, WX TMOAMWCM pacrofiaraloTcs O0fHa MNOA APYroi B MOC/AeA0BaTeNbHOCTH,
COOTBETCTBYIOLLEN CTAaTyCy AO/MKHOCTU. Hanpumep:

CeHepanbHbIA AUPEKTOP Moanwuce N.0. damunnus

[naBHbIiA Oyxrantep Moanuce N.0. damnnns

Mpy noanWcaHUM [OKYMEHTa HECKONbKUMW fMLAaMK  PaBHbIX [OMKHOCTE WX MoAnuUcK
pacnonaratTCca Ha 04HOM YpoBHe. Hanpumep:

3amecTuTeNb ANpeKTopa 3amecTuTenb gMpekTopa
no )MHaHCOBLIM BOMpPOCaM no afMWHUCTPATUBHLIM BOMpOCcam
Moanuco N.0. ®amunus Moanwuce N.0. damunnus

B foKymMeHTax, MoAroToB/EHHbIX KOMUCCUEN, B MOAMUCK YKa3blBAaeTCH CTaTyc /nua B cocTase
Komuccun. Hanpumep:

nN.0. damununsa

Mpefcepatens KoMuccum Moanuck
YeHbl KoMmuccum Moanwnck N.0. damnnusa
Moanwnck N.0. damnnus

Mpu nognucaHnUn [LOKYMEHTa NMLOM, WUCMOMHAKWMM 0653aHHOCTU PYKOBOAMTENA, MOAMUCH
oopmniseTcs C yKasaHWeM crTartyca AO/DKHOCTHOrO /fuua B COOTBETCTBUM C MPUKA3OM
(pacnopshxkeHnem). Hanpumep:

WN.o. gupekTopa Moanwnck N.0. damnnus
nnu:

VicnonHatownii 06513aHHOCTH

ANpekTopa Moanwnck N.0. damnnus

Mpy nognucaHUM AOKYMEHTa /MLOM, WMEKLWMUM NpaBo MOAMWCKM B C/yyae BPEMEHHOrO
OTCYTCTBMSI PYKOBOAWUTENS, WCNPaBNeHUS B HaMMEHOBaHME [AO0/MKHOCTU W paclndpoBKy
(hamMnAMM NOAroTOBNEHHOrO U COFNacOBAHHOrO NPOeKTa AOKYMEHTa BHOCATCS OT PYKW WM C
MCNONb30BAHMEM COOTBETCTBYHOLMX LLITAMMOB.
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He ponyckaetcs CTaBMTb KOCYHO 4epTy, Hagnuch “3a" nepeg HaMMeHOBaHMEM [O/DKHOCTU nuvua
B NOAMUCKU, ec/i JOKYMEHT NOAMNCbLIBaeT MHOE AO0/XHOCTHOE NnLO.

2.47. OTmMeTKa 00 3/M1eKTPOHHON NOAMWCU WCMONb3yeTCca ANS BU3yanusauunm 371eKTPOHHOW
noAnucy nosiyyatenem AOKYMEHTa npyv obMeHe 3N1eKTPOHHbLIMU JOKYMEHTaMU, NMOAMUCAHHBIMY
YCWUNEHHOW KBaNNU(MLMPOBAHHON 3/1EKTPOHHOMN MOAMNUCHIO.

B cooTBeTcTBMM C 3aKOHOAaTeNbCTBOM Poccuiickoii ®efepaumnld oTmeTka 06 31EKTPOHHOM
nognvcu Qopmupyetca u BU3yanusmpyeTcs MnporpammHbiMu  cpeactsamu. OTMeTka 06
3NIEKTPOHHOM noAnucu BKAOYaeT (pasy "[OoKyMeHT MoAnucaH 3MeKTPOHHOW MOANUCHIO",
HOMep cepTuuKata K/wo4va 3MeKTPOHHOW noanucu, (Gamunanilo, WMSA, OTYeCTBO Brafenbla
cepTugmKarta, CpoK LelCTBUA cepTUdUKaTa Kya 31IeKTPOHHON nognucu. Hanpumep:

OOKYMEHT MOANNCAH
3NEKTPOHHOW MOAMNUCHIO
AnpekTop CepTutukaT 1a111aaa000000000011 N.0. dammnnna
Bnageney ®amunng Mma OT4YecTBO
OencteuteneH ¢ 01.12.2012 no 01.12.2017

MognucaHne (yTBepXAEHWE) AOKYMeHTa OCYLIeCTBNAETCA B COOTBETCTBUM C MYHKTOM 2.46
NHCTPYKLUN.

2.48. TleyaTb 3aBepAeT MNOLMNHHOCTL MNOAMUCKA AO/KHOCTHOrNO /funua Ha [OKYMeHTax,
YL0CTOBEPAIOLLMX MpaBa NnL, GUKCUPYOLLMX (PaKTbl, CBA3AHHbIE C PUHAHCOBLIMU CpPeACcTBamu,
a TakKXe Ha WHbIX [OKYMeHTax, npefycMaTpuBalOWMX 3aBepeHue MoAMUCKM MneyaTbio B
COOTBETCTBUM C 3aKOHOAaTeNbLCTBOM Poccuitickoin depepaunm.

[JOKyMeHTbl 3aBepAloT MeyaTbio opraHusaumu. [leyaTb npocTaBffeTCcd, He 3axBaTbiBas
COOCTBEHHOPYYHOM nognucu nuua, NOANUCABLUEr0 AOKYMEHT, uauM B MecTe, 0603Ha4YeHHOM
"MM" ("MecTo neyatun™).

2.49. OTMeTKa 006 WuWCMONHUTENE BK/OYaeT (aMWIvilo, WMA U OTYeCcTBO (NpU Hanmyun)
NCNONMHUTENs, HoMmep ero TenedoHa. OTMeTKa 06 WCNOMHUTENe MOXET AOMNOJHATHLCA
HaMMeHOBaHWEM [O/DKHOCTU, CTPYKTYPHOrO noApasfefleHns U 3NeKTPOHHbIM  afpecom
ncnonHutens. OTMeTka 06 UcnosHUTesle ODOPMAAETCA Ha IMLEBOM CTOPOHe MOC/eHEro ncta
[OKYMEHTa OT rpaHuubl N1eBOro nonfs uau, npu OTCYTCTBUM MeCTa, - Ha 060POTHON CTOPOHE
nucTta BHU3Y cnesa. Hanpumep:

NnbuH Nnba Unbny, OTaen ynpaBneHns nepcoHanom, BeayLwmii cneymanmct
+7 (495) 924-45-67, llyin_lv@techno.ru

OTmeTKa 06 uCNONHUTENe MOXeT O(OPMAATLCA KaK HUXHUIA KOMOHTUTY/N W neyaTtaTbes
LWPUDTOM MeHbLLEro pasmepa.

2.50. OTmeTKa 0 3aBepeHUM Konuu odopmaseTcs And NOATBEPXKAEHWUA COOTBETCTBUSA KOMUK
JOKYMeHTa (BbIMUCKA W3 AOKYMEHTa) MOAMIMHHUKY AoKyMeHTa. OTMeTKa 0 3aBepeHun Konuwu
npocTtaefsgeTcs Ha CBOGOAHOM OT TeKCTa MecTe WAW, MPU OTCYTCTBUWM CBOBOAHOr0 MecTa Ha
NNLEBOM CTOPOHEe [AOKYMeHTa, Ha 000poTe [AOKYMeHTa W BKA4aeT: cnoso "BepHo",
HauMeHOBaHWe [O/DKHOCTU Nnua, 3aBepuBLUEr0 KOMWUK; €ero CO6CTBEHHOPYUHYH MOAMWUCH;
pacwngpoBky nognucu (MHUUManNbLL, (amuauil); A[aTy 3aBepeHus Konuum  (BbIMUCKU U3
[OKYMEHTa).

10Mprka3z MUHNCTepPCTBA CBA3U 1 MAcCOBbIX KOMMYHUKaumii Poccniickoii degepaumn n defepasibHol Cnyxobl
oxpaHbl Poccuiickoii deaepaumm oT 27 mas 2015 r. N 186/258 06 yTBepxaeHUM Tpe6oBaHU K OpraHn3auuoHHO-
TEXHUYECKOMY B3aMMOJENCTBMIO FOCy4apCTBEHHbLIX OPraHoB 1 FocyAapCTBEHHbIX OpPraHu3aLuii MocpesCcTBOM
obMeHa JOKYMeHTamu B 3/1eKTPOHHOM Byfe™ (3aperncTpupoBaH B MUHUCTEPCTBE HOCTULMIN POCCUIACKON
Ddepepaumn 22 ceHTA6psa 2015 r., perucTpaumoHHbIi N 38956).


mailto:Ilyin_Iv@techno.ru
consultantplus://offline/ref=9E8B2215E856F5C40DA1F9A1C10AC82EF78F5FE576D725190EA63CC629CE1E06A158E82A80D5B40572F2C931F4u0d5J
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Ecnn Konusa BblgaeTcs AN NpeLCTaBfieHUs B APYryH OpraHu3aumto, OTMETKa O 3aBepeHuu
KONUWU AOMONHAETCS 3anuUCbi0 O MeCTe XpaHeHWs AOKYMEeHTa, C KOTOpOro 6blfa U3roToB/eHa
KOMwus, 1 3aBepsieTca neyaTbl opraHusaumu. Hanpumep:

MoANMHHNK AOKYMeHTa Haxogutca B ®bBY "HaummeHoBaHue opraHusauun™ B gene N 08-05
322015 r."

BepHo
3aB. OTAE/IOM ynpaB/ieHNs NepcoHanom Moanunck N.0. damunnusa
[ata MeyaTb

Ha KonuvAax MHOrOCTPaHWYHbIX LOKYMEHTOB OTMeTKa O 3aBepeHuy KOMuM MpPOCTaBNAeTCAa Ha
KaXAOoM NNCTe [LOKYMeHTa WAM Ha Noc/fefHemM /MCTe MPOLUTOro WAW CKPEMIEHHOrO WHbLIM
0o6pa3oM [JOKyMeHTa. 3anncCb O MeCTe HaxOXAeHWs MOLNMHHWKA MPOCTaB/IAeTCA TO/MIbKO Ha
MoC/efHEM NINCTE LOKYMEHTA.

Konuu 3NEKTPOHHbBIX OOKYMEHTOB, HanpasnfeMblX no NH(OPMaLMOHHO-
TeNIeKOMMYHUKALMOHHON  CeTW, 3aBepAlTCA  3/IEKTPOHHOW  MOAMNUCLID  PYKOBOAWUTENS
opraHus3auuMm wWAnM WMHOTO0 YMO/SIHOMOYEHHOr0O MM /uMua W BbICHINAKTCA MONy4YaTento C
COMPOBOAMTE/IbHBIM MUCbMOM B (DOPME 3/IEKTPOHHOI0 AOKYMEHTA.

Konun 3neKTpPOHHbIX [OOKYMEHTOB Ha (U3MY4ecKM 060CO6/IEHHBbIX HOCUTENAX BbICbINAKTCA
nonyyartento ¢ CONpPoBOAUTENbHBIM MUCbMOM Ha ByMaXKHOM HOCUTESe.

B conpoBoAnTENbHOM MUCbME K KOMUAM 3/IEKTPOHHbLIX JOKYMEHTOB yKa3blBaeTcs:
HanMeHOBaHWe MH(OPMALNOHHON CUCTEMbI, B KOTOPOW XPaHATCH LOKYMEHTbI;

HaMMeHOBaHWNA LOKYMEHTOB, KOMWUW KOTOPbIX HaMpaB/AlOTCA NoyyaTento;

Ha3BaHMS (painoB JOKYMEHTOB C yKasaHuMem (hopMaToB (haiifioB M 00beMa KaxAoro ¢aiina B
fpanTax;

[aTta U3roToB/IEHNS W 3aBEPEHMUSA KOMUN.

Mpy 3TOM Ha (PU3nNYeckn 060COBNEHHOM HOCWUTENle HECMblBAEMbIM MapKepoOM YKa3blBaeTCH:
"TMpunoxeHune K nuceMy oT (gata) N ...".

Konus 3fieKTPOHHOT0 JOKYMeHTa, NpeAcTaB/ieHHas B BUAe JOKYMeHTa Ha 6yMaXXHOM HocuTene,
3aBepseTca B MOpAfKe, YCTAHOBNEHHOM WHCTPYKLUMEN AN1A 3aBepeHns KONuil LOKYMEHTOB Ha
OyMaXHOM HocCuTene, C YKasaHWeM, B Kakol WH(OPMALMOHHOW CUCTEME XPaHUTCH
3NEKTPOHHbIN [OKYMEHT.

2.51. OTMeTKa O MOCTYM/IEHUN [LOKYMeHTa CNY>XWUT ANA NOATBEPXKAEHUSA (akTa NoCcTynieHus
[JOKYMeHTa B OpraHu3auuio v BK/KOYaeT AaTy MNOCTYNNeHUs U BXOAALLMA pPerucrpalMoHHbI
HOMep [AOKymeHTa. [lMpu Heo6XOAMMOCTM OTMETKA O MOCTYM/IEHUN MOXET AOMOJSIHATHLCA
yKaszaHvem BpPeMEHW MOCTYMn/jeHna [AOKYMEHTa B yacax W MUHyTax W crnocoba [OCTaBKM
JOKYMeHTa.

OTMeTKa 0 MOCTYM/IEHNN AOKYMEHTA MOXET NMPOCTaBAATLCA C MOMOLLbIO WTamna.

2.52. Pesonwouma [LO/MKHA cogepXaTb YKasaHWe MO WCMOMHeHUIO [OKyMeHTa. Pesonwouud
oopmnseTcqd Ha cBO60AHOM MecTe pabouyero nond LOKYMeHTa, Ha 6/faHKe pesontouun uau
BHOCUTCS HEMOCPELCTBEHHO B CUCTEMY 3/IEKTPOHHOI0 LOKYMEHTO060poTa.

Pesoniouma [O/MKHA BKAKYATb:  (aMWUANIO,  UHULMANLI  UCNONHUTENs  (UCNONHUTenen),
nopyyeHne no [OKYMEHTY (KOHKpeTHOe 3aZaHue MO0 WCMOJSIHEHUIO  [OKYMeHTa wuau
(hopmynvpoBKa LENM PacCMOTPEHUA AOKYMEHTa), npu HeobXOAMMOCTU - CPOK WCMOJIHEHMS,
MOAMWCL NNLA, BbIHECLUETO PE30/IOLUI0, AATY PE30IOLUN:

damunuma N.0., Pamunuma N.0.
Mpowy NoAroToBUTL NPEANOXKEHUA

K 10.11.2017 Moanwnck

[aTta



18

CpoK MCNOMHEeHMA MNOpPYYeHUds He [O/DKeH YKasblBaTbCA, €CIM OH Ha3BaH B TeKCTe
NOCTYNMBLUETrO AOKYMEHTA M PYKOBOAUTENb HE CUMTAET HEOOXOAUMBIM U3MEHUTbL €ro B CTOPOHY
COKpaLLeHUs UIn ABASETCA TUMOBbLIM AN1A 4AHHOTO0 BMAa AOKYMEHTA.

Mpyv  yKasaHWM  HECKONbKUX  MCMONHWUTEeNnel  (amMunma  OTBETCTBEHHOrO  MCMOMHUTENs
yKa3blBaeTCs MepBOil, NofUYepKmnBaeTca uam obo3HavaeTcs coBoM "0TB." ("OTBETCTBEHHbLINR").
2.53. OTmeTKa 0 KOHTpPOJie CBUAETE/NIbCTBYET O TMOCTAHOBKE [AOKYMEHTa Ha KOHTPO/b,
npocTasnfeTca WTaMmnom "KoHTponb" Ha BEPXHEM MNOJe AOKYMEHTA.

2.54. OTmeTKa O Hanpas/ieHUW AOKYMEHTa B [en0 OMnpefensieT MecTo XpaHeHWs [LOKYMeHTa
nocrne 3aBepleHuns paboTbl C HAM 1 BKKOYAET: cnosa "B feno”, MHAEKC fena no HOMeHKnatype
[len, B KOTOpOe MOMeLLaeTcs AOKYMEHT Ha XpaHeHue, C yKasaHueMm rofa, LO/HKHOCTM finua,
ohopMuMBLUErO OTMETKY, nognucu, gatel. Hanpumep:

B geno N 01-18 3a 2017 r.
3aB. OTAe/I0M KOPNopaTUBHbIX NMPOEKTOB

Moanucok Jata

OTMeTKa 0 HanpaBneHWW AOKYMEeHTa B [1e10 MOXET [OMONHATbLCA KPaTKUMMW CBeAeHMSIMU O
XapaKTepe UCMONHEHUS OKYMEHTa.

I1l. MoaroToBka 1 opopmaeHne OTAeNbHbIX BULOB LOKYMEHTOB

3.1. JlokanbHble HOpPMaTMBHbIE aKTbl (ganee - JIHA) opraHusauuu M3galTcA B BUAe MNpasun,
MOMNOXEHWA, WHCTPYKUWUIA, pernaMeHToB, MepeyHeid, KnaccuukatopoB W [ApYrux BUIOB
LOKYMeHTOB. PekomeHayemblii o06pasey ogopmneHus JIHA Ha npuMepe MOMOXKEHUA O
CTPYKTYpHOM nogpasgeneHunn (npunoxkeHne N 1).

JTHA npuobpetaloT HOPUANYECKYIO Cculy Mocne WX  YTBEPXKAEHUA pacnopaguTe/ibHbIM
OOKYMEHTOM  (MPMKa3oM) WAM  HEMoCPefCTBEHHO PYKOBOAWTENIEM OpraHu3auum  MHbIM
YNONTHOMOYEHHbLIM UM JINLOM.

PyKoBOAMTENN CTPYKTYPHbIX NoApa3feneHunii He Bnpase usgasats JIHA.

3.2. THA moryT 6bITb:

MOCTOSAAHHO felcTBYOWMMUY (6e3 orpaHUYeHNs CpoKa UX NPUMEHEHNS);

BPEMEHHbIMU (AeACTBYIOWMMN B TeYeHMe YKa3aHHOro B HUX CPOKa WAU [0 HacTynjaeHus
OMpPeLEeNneHHoro cobbITus).

3.3. OcHoBaHuem ans nsgaHua JIHA asnaroTca:

3aKOHOJaTe/lbHble U MHble HOPMaTMBHbIE MPaBOBble aKTbl Poccuiickoin ®epepaunu (ykasbl K
pacrniopsxxeHus [pe3ugeHTa Poccuiickoih ®epepauuun, MOCTAHOBMEHUA W pacnopsXeHus
MpaBuTenscTBa Poccuiickoin dPefepaunn, akTbl (efepasibHbIX OpPraHoB WCMONHUTENIbHON
BnacTn);

3aKOHOfaTeNbHble aKkTbl Cy6bekTa Poccuiickoih Pefepaunv, HOPMaTUBHbIE NPaBOBble aKThl
OpraHoB rocyfapCTBeHHOM BnacTu cybbvekTa Poccuninickon depepaymm;

paHee usfaHHble B opraHm3auum JIHA w/unn pacnopaguTencHble JOKYMEHTHI.

3.4. THA wn3paioTca B Lenax:

YCTaHOB/IEHNS HOPM, TpeboBaHWI, npaBua B OTHOWEHMM npeAmMeTa HOPMAaTUBHOIO
perynMpoBaHus, paHee He ABNABLUEMCA NPeaMeTOM PerynnpoBaHns B opraHusauum,

M3MEHEHUS CYLLECTBYIOLWMX HOPM, TpebOBaHWIA, MpaBus, YCTAHOB/IEHHbIX paHee W3LaHHbIMU
HOPMaTUBHbLIMUN LOKYMEHTaMW;

OTMEHbI paHee YCTaHOB/IEHHbIX HOPM, TpeboBaHWIA, NpaBuIl.

3.5. lMpeanoxeHne o paspaboTke npoekta JIHA BHOCUTCA PYKOBOAUTENEM CTPYKTYPHOrO
noapasfeneHnsa Uam NHbIM AOHKHOCTHBLIM IULLOM.
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3.6. JIHA paspabatbiBaeTcs B c/lyyae, eciu:

MMeeTCA Yy4yacToK paboTbl (BOMPOCHbI  AeATENIbHOCTM), HYXAAKLWMWIACA B HOPMaTUBHOM
PErynvpoBaHunu;

TpebyeTcs BHeCEeHMEe 3HAYUTENIbHOTO KONIMYECTBA U3MEHEHUNIN B paHee NPUHATHLIA JTHA;
BbIIBNEHO HECKO/NbKO JIHA, perynvpyrowmx CMeXHble BOMpoCbl, KOTOpble LenecoobpasHo
00befVMHNTL B OAUH JOKYMEHT.

AKTyanusauusa paHee npuHATbIX JIHA oCyLLecTBNAETCA Yepe3 BHECEHWE B HUX U3MEHEHWUI.

3.7. MpepnoxeHne ¢ 060CHOBaHMEM He06X04MMOCTM pa3paboTku Hoeoro JIHA npepctaBnsercs
pykoBoauTeneM CTPYKTYPHOro nogpasgeneHns UM MHbIM YMNOSHOMOYEHHbIM AO0/HKHOCTHbLIM
NNMUOM PYKOBOAWUTENO opraHusaumy B hopme AOKNafHOW (Cny>KeGHOM) 3anucKu, B KOTOPO
n3naraeTcs:

BOMPOC, TPeOYyOLWMA pewweHns, ¢ W3N0XKEHWEM OCHOBHbIX HanpasfieHWi, CrnocoboB ero
peLueHwus;

NMPOrHO3 NOCNeACTBUIA NPUHATUA HOPMATUBHOIO LOKYMEHTE;

OpraHm3aunoHHble, KafpoBble, PMHAHCOBbLIE, MATEPUANIbHO-TEXHUYECKNE U UHbIE MEPOMPUATUS,
KOTOpble He06X0AMMO OyAeT NPOBECTU B CBA3M C MPUHATUEM HOPMATUBHOIO LOKYMEHTA;
nepeyvyeHb paHee wu3faHHbIX JIHA, nofnexawmx OTMEHe B CBA3M C W3[aHMEM HOBOIO
HOPMAaTMBHOIO AOKYMEHTE;

npegnaraeMblil CpoK 415 pa3paboTKy NPOeKTa HOPMATUBHOTO AOKYMEHTA.

3.8. CornacoBaHune npoektos JIHA oOCyLLecTB/AETCA B COOTBETCTBUM C MyHKTamu 4.1 - 4.13
NHCTPYKLMW.

3.9. JIHA yTBepxpaetcd MNPUKasoM pPYKOBOAWTENHA, €C/KM OLHOBPEMEHHO C YTBEPX[EHVEM
HOPMaTMBHOIO [AOKYMEHTa Heo6X0AMMO MPUHATL Mepbl OPraHM3aLMoHHOro, (UHAHCOBOTO,
TEXHWYECKOro, KagpoBOro WAM WHOr0 XapakTepa M [aTb COOTBETCTBYIOLWME MOPYYeEHUA
PYKOBOAUTENAM CTPYKTYPHbIX NOAPas3feneHnin unm nHbiM paboTHMKAM OpraHu3auum, a Takxe
ec/ii Heo6XO0AMMO BHECTW W3MEHEHUA UMW MPU3HATL YTPaTUBLUMMU CUSTY paHee YTBepXKAeHHbIe
NTHA.

3.10. N3meHeHns B JIHA n otmeHa JTHA o(hopMAsaOTCA NPUKa3oM PYKOBOAWUTENA OpraHu3auuu
WM MHOTO AO/MXHOCTHOTO Mua, NPUHUMAaBLLEro pelleHne 06 yTeepxaeHumn JTHA.

N3meHeHna B JIHA un otmeHa JIHA, yTBepXAeHHble HenocpeAcTBEHHO COOGCTBEHHOPYYHOW
NnoAnnCchLI0 PYKOBOAMTENA OopraHusauuy Uanm MHOro ynosHOMOYEHHOro UM AO/MKHOCTHOrO nuua
B rpude yTBEpXAeHUd, BHOCATCA NPUKa3oM, M3[aBaeMbiM PYKOBOAUTENEM OpraHusauuv uiu
WHbLIM YNOMHOMOYEHHbLIM UM LONXHOCTHbLIM /INLOM.

3.11. B TekcTe npukasa 006 YyTBEPXAEHUU, W3MEHEHWW unn oTMmeHe JIHA wncnonb3yroTcs
(hOpPMY/INPOBKM:

npu yTeepxaeHun Hosoro JIHA: "YTBepauTb (Hassauue JIHA)" wnmn "YTBepanTb (HasBaHue
NTHA) v BBecTu B feitcTBue ¢ (gata)". Hanpumep:

1 Y1BepauTb N010XKeHMEe 0 IOKaNbHbIX HOPMATUBHbIX aKTax opraHusauunu,
nnu:

1 YT1BepauTb LLTaTHOEe opraHm3aumm Ha 2020 rog v BBECTW €ro B fAeiicTBMe ¢ 1 siHBapS
2020 r. (npunoxeHue).

NpU BHECEHUN W3MEHEHWI B paHee YTBepXAeHHbl JIHA: "BHecTu n3MeHeHus B (Ha3BaHue
JTHA). Hanpumep:

1. BHecTn cnegyrouime nameHeHna B LLTaTHoe pacnucaHue Ha 2020 rof, yTBepXAeHHoe
npukasom ®bY "HanmeHoBaHue opraHmsaumm” ot 25 aekabps 2019 r. N 345:; ..
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npu OTMeHe paHee yTBepXaeHHoro JIHA: "lpu3HaTb yTpaTuBwum cuny (HasBaHue JIHA),
yTBEpXAeHHoe ...". Hanpumep:

4. Tpu3HatTb YyTpaTtvBWKUM cuny [10n0XKeHMe O HEHOPMUPOBaAHHOM paboyvyem AHe,
yTBEPXAEHHOEe npukazom ®BY "HaumeHoBaHue opraHusaymmn™ ot 15 despans 2019 r. N
22.

3.12. OcHOBHbIMK pekBu3nTamMun JIHA aBna0TCA: HaMMeHOBaHWe OpraHusauun, HauMeHoBaHWe
BMAa A4OKYMEHTa M 3aro/ioBOK K TEKCTY, COCTaBNAIOLLNE OLHO LieNoe, rpud yTBep>KAeHns, MecTo
n3gaHnsa JOKYMeHTa.

Ecnn npoekT JTHA ABNAETCA MHOFOCTPAHUYHBIM WM K HEMY O(OPMAETCA TUTY/bHbIA JINCT,
yKa3aHHble Bbllle PEKBU3NTLI pasMeLlaroTCcs Ha TUTYILHOM fIUCTe.

3.13. NHhopmaLma cnpaBoYHOro xapakrepa (rpagmkun, cxemol, Tabnmubl, POpMbl JOKYMEHTOB)
oopmnseTcs B BUAe NpuUIoXKeHnin K JIHA.

Ha npunoxeHuax K JIHA oopmnseTcd pekBU3MT "OTMETKA O NMPUIOXEHUNU" B COOTBETCTBUN C
NMYHKTOM 2.44 WHCTPYKLMMW.

3.14. THA BCTynaeT B CU/Yy B CPOK, YKa3aHHbI B Npukase, KOTOpbIM yTBepxaeH JIHA, unmn ¢
faTbl yTBepXaeHua JTHA.

3.15. PacnopsaguTenbHble [LOKYMEHTbl OpraHusauuMyM u3galTca B (OpMe MNpUKasos K
pacrnopsbkeHuil. PekoMeHfyemble o6pa3ubl  O(pOPMNAEHUS NpMKasa U pacrnopsxeHus
(npunoxeHusa N 2, 3).

MpuKa3sbl N34aKTCA B Lensax ohopmIeHUs peLleHunii:

HOPMaTMBHOIO XapakTtepa (ecnn npukasom yTteepxkpaetca JIHA wuny npuHUMaeTcA pelleHune
OpraHun3aLMoHHOI0 XapakTepa, Hanpumep, npukas 06 YTBEPXEHWU CTPYKTYpbl W LITATHOM
YMCMIEHHOCTUN opraHusaymnm);

opraHn3aunoHHOro, agMMHNUCTPATMBHOIO, B TOM YMC/e ONEpPaTUBHOIO XapakTepa no Bonpocam
OCHOBHO [1eATeIbHOCTW OpraHu3auuu.

3.16. MpoeKTbl NPUKa30B MO OCHOBHON [AeATe/IbHOCTU TFOTOBAT CTPYKTYPHble NoApasfeneHus
opraHu3auMm Ha OCHOBaHWW MNOPYYeHWiA pyKoBOACTBA NM60 B WHULMATUBHOM MNOPALKE.
OTBETCTBEHHOCTb 3a KaYeCTBEHHYIO MOArOTOBKY NPOeKTa Nnpukasa, cornacosaHue 1 npasuabHoe
oopmieHMe NpoeKTa HeceT PYKOBOAWUTENb MOAPa3LeNeHNs, KOTOPbIA roTOBUT NPOEKT npukasa
N NpeacTaBnaeT ero Ha nognuce.

3.17. KoHTpOnb 3a NpaBWIbLHOCTLIO OOPMIEHMSA MPOEKTOB MPUKa3oB ocyuiecTsniseT Cnyxba
[.enonpon3BoACTBa OpraHusaLmu.

3.18. lMpwukKasbl, n3gaBaemble B OpraHu3auuu, He LO/MKHbI MPOTUBOPEYUTHL 3aKOHOAATENbCTBY
Poccuiickoin ®epepaummn, YcTaBy opraHn3anmm, n0KanbHbIM HOPMATUBHBLIM aKTam OpraHu3aLlmm
N paHee n3faHHbIM NpuKasam opraHusauunmu.

3.19. MpurKasbl N0 OCHOBHOW AeATENbHOCTW U3[A0TCA:

BO WCMNOJIHEHWE HOPMATUBHbLIX MPABOBbIX aKTOB OPraHoB TrOCYAapCTBEHHOW BacTu U
BbILLECTOALMX OpraHn3aLmii;

B LeNAX OCYL,eCTBNEHUS YNpaBNeHYECKON AesTeNbHOCTM, BbiTeKalolwein M3 yHKUUin 1 3agad
opraHusaLmu.

3.20. lpukasbl N0 OCHOBHOW [JeATENbHOCTU COCTABAAKOTCA Ha OCHOBE TLLATE/IbHOro MU
BCECTOPOHHEro M3Yy4yeHUs BOMPOCOB, TPebylWMX paspewweHns, 4Tobbl cofepxauimecsd B
nprvkKasax MnopyyeHus ObliM KOHKPETHbIMK, 06ecneymBannCb AOCTATOYHBIMW MaTEpPUanbHO-
TEXHUYECKUMN U (PUHAHCOBBIMW CpeACcTBaMU W B Ja/ibHeilleM WUCKIHYanu Heo6X0o4MMOCTb
KOPPEKTMPOBKM MPUHATBLIX PELUEHU B CBA3WM C HEMOJHOTON WAN HeaopaboTKOW npeablayLlero
npukasa.

3.21. MNpwukasbl opraHn3aLum oYopmaatoTca Ha 61aHKe NprKasa C UCNOb30BAHUEM ClefYHOLLINX
PEKBU3NTOB: faTa JOKYMeHTa, PerucTpaunoHHbIl HOMep LOKYMeHTa, 3aro/loBOK K TEKCTY, TEKCT,
noanucb. [Mlata W perncrTpauuoHHbIi HOMep MpuKasa MNPOCTaBNAKTCA MOc/ie MoAnucaHuns
npukasa pyKkosoguTenem opraHusaLluu.
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3.22. 3aronioBOK K Npukasy nevaraetcs yepe3 O4MH MEXCTPOUHbIA MHTEPBas NOL PeKBU3UTaMU
6naHKa cfieBa OT rpaHuubl NeBOro nosid. Toyka B KOHLE 3arofioBka He CTaBuTCA. 3aro/ioBoK K
npukasy gopmynupyetcs ¢ npeanorom "o" ("06"), KpaTKO M TOYHO OTpPaXkas CoflepXKaHue TekcTa
npukasa. Hanpumep:

O6 yTBEpXKAeHUN VIHCTPYKLUKN MO AeN0MpOn3BOACTBY;

O nopsigke PUHAHCUPOBAHWA PeKNaMHOM KaMmnaHuu;

O co3aHnKM 3KCMePTHON KOMUCCUN.

3.23. TeKCT nprKasa CoCTOUT U3 BYX YacTeil: 060CHOBaHUA (Npeamby/bl) U pacnopaguTenbHON
yactn. B o060CHOBaHUM yKa3blBaeTCHd OCHOBaHWE, MpUYMHA WAW LUeNb U3LaHUA [LOKYMEHTa.
Hanpumep:

B cooTBeTcTBMM C nNpukKazom MWUHWUCTEPCTBA CBA3M U MAcCOBbIX KOMMYHWKauuii oT 25
nekabps 2014 r. N 1494 "O6 yTteepxaeHun MpaBun obmMeHa AOKYMEHTaMU B 3NEKTPOHHOM
BUAe Npu opraHusaymy MHHOpMaLMOHHOI0 B3aMMogencTama™ ...

B uensx opraHusauum u npoBeaeHUs paboTbl MO 3KCMepTM3e LIEHHOCTWM AOKYMEHTOB,
obpasyloumnxca B AesTeNbHOCTU OpraHu3aummn, n oTbopy UxX ANns nepefayn Ha XpaHeHue B
apXvB OPraHM3aunm N K yHUYTOXEHWUIO ...

3.24. PacrnopagutenbHas 4acTb MnpuKasa HauyuHaeTCca C/A0BOM ''MpuKasbiBard', KoTopoe
neyaTaeTca CTPOUYHbIMU ByKBaMU BPaspaaKy.

PacnopagmnTefibHas 4acTb MOXET COLepXaTb:

peleHna opraHn3aLMoHHOro xapakrtepa (yTBepAuTb, co34aTh, NpeobpasoBaTb, IMKBUAMPOBATD,
NPU3HaTb YTPaTUBLLUM CUNY);

KOHKPETHbIE MOPYYEHUS C yKazaHWEM MUCMONHUTENS (MCNONHUTENEN) N CPOKOB UX BbINOTHEHWS.
3.25. Kaxpgoe peweHune (nopy4vyeHune) ohopmaseTca B NpuKase Kak OTAENbHbIA MYHKT. MyHKTbI
npuKasa pacnosaralTca B /IOTMKO-BPeMEHHOIN NOCneA0BaTe/lbHOCTU U HYMepyloTCA apabckumm
ungpamu. Ecnn nopyyeHne faetca KOHKPETHOMY NOApasfefieHUto, ero HauMeHoBaHWe nuileTcs
MOSIHOCTbID, B CKOOKAax yKasbiBalOTCA (DaMUINA U MHULMaNbI PYKOBOAUTENSA MOLpa3fefieHus B
UMeHUTENbHOM Magexe. Hanpumep:

... MPpUKasbiBal:
1 YuebGHo-meTogmnyeckomy otaeny (Pamunma MN.0.) k 01.11.2019 nNOAroToBUTL MK
npefCcTaBUTbL Ha YTBePXKAeHMe nnaH yyebHo-MeToAM4YecKo paboTbl Ha 2020 rog.

Ecnu nopyyeHue faeTcs KOHKPeTHOMY MCMOIHUTENIO, ero AO/HKHOCTb U (PamMuins yKasbiBaloTCA
6e3 CKOOOK B fjaTenbHOM nagexe. Hanpumep:

3. FnasHomy 6yxrantepy (®Pamunma N.0.) nogroToBUTL U NPELCTaBUTL HA PACCMOTPEHME U
yTBEpPXAeHne CMeTy KOMaHAMPOBOUYHbIX pacxonos Ha 2020 rog B cpok go 30.11.2019.

MpeanucbiBaeMoe AeiCTBME BbipaxaeTca rnarosioM B HeonpegeneHHoW gopme. He gonyckaeTcs
ynoTpe6/iATb HEKOHKPETHbIE BblpaXeHud Tuna "ycunute”, "yckopuTtb", "obecrneynTb B
KpaTuaniume cpoku™.

Ecnn ogHOMY MCNONHUTENO Heo6X0AUMMO MOPYUMTb HECKONbKO pasHbIX 3afjaHuii C OLHUM
CPOKOM BbINO/THEHUS, OTBETCTBEHHbINA UCMONHUTENb U CPOK UCMOMHEHWSA YKa3blBAKOTCA Of4MH pa3
B OCHOBHOM MYyHKTE, a NOPYYeHUs BbILENATCA B OTAe/bHbIE MOANYHKTbI. ECAn y nopyyeHwuii
pasHble CPOKW WCMOMHEHWUS, CPOKM YKa3blBalOTCA He B OCHOBHOM TMYHKTe, & B KaXAOM
NoANyHKTe.

CpoK MCMONHeHUs LOo/MKeH 6blTb peanbHbIM, COOTBETCTBOBATL 06bEMY Mpeanonaraembix paborT.
Mpn ycTaHOBNEHWW CPOKa CnefyeTt yuuTbiBaTb BpPeMs [OBEAEHUA LOKYMEHTa 40 KOHKPETHbIX
NCMONHUTENEN.
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CpoK WUCNOMHEHMS B MyHKTax PacrnopsAnTeNbHOW 4YacTu Mpukasa He yKasblBaeTcsl B Clyyasx,
eCny [EeNCTBUS HOCAT PerynsipHblii xapakTep W WX BbIMOMIHEHWE MpPeANUCLIBAETCA Ha BECh
nepuog fAencTensa npukasa. KonmuyecTBO MCMOMHUTENEA MO KaXAOMY MYHKTY (MOAMYHKTY) He
orpaHnynBaeTcs. OTBETCTBEHHbIV UCNONHUTENb YKa3blBAeTCS MEPBLIM.

Ecnn nprkas OTMEHSET MOIHOCTbIO WKW YaCTUYHO PaHee U3AaHHble JOKYMEHTbI MO TOMY e
BOMpOCY, TO B MpPeAnocnefHeM MyHKTe Mpukasa Heo6X04MMO WX MepPevyncinTb C yKasaHuem
HaMMeHOBaHWA [OKYMEHTa, ero faTbl, HOMepa, 3arofoBka. Hanpumep:

4. MNpusHaTb yTpaTMBLUMM CWUNY MNpUKa3 opraHm3aumm ot 5 asrycta 2019 r. N 175 "OG6
YTBEPXAEHUN DKCNEPTHON KOMMUCCUM OpraHm3aumm™.

MocnegHUn NyHKT MNpuKasa - MYHKT O KOHTPONe, B HeM YKasblBaKTCSA [AO/KHOCTb /nua,
OTBETCTBEHHOrO 3a MCMO/IHEHNE JOKYMeHTa B LieNIoM, ero pamunms n uHuymanel. Hanpumep:

4. KoHTponb 3a WCMONHEHWEM TMpukKasa BO3/araetcid Ha 3aMecTUTeNs TreHepanbHoro
anpektopa ®amunua N.0.

B oTAenbHbIX Cnyyasx PyKOBOAWTE/b OpraHM3aL MM MOXeT 0CTaBUTb KOHTPO/b 3a COBOI:

KOHTpOnb 3a UCMOMHEHMEM NpPUKa3a 0CTaBAAD 3a CO60IA.

3.26. He BK/11OYaEeTCA B TEKCT NpuKasa nyHKT "lpukas josect 40 cBegeHuns ...".
MoapasfeneHna U JOMKHOCTHbIE NNLUA, A0 CBELEHUA KOTOPbIX HeoOXOAMMO [LOBECTUM Npukas,
nepevyncnalTCa B yKasatene (nMcTe, CIUCKE) pacCbifiKW, KOTOPbIA FOTOBUTCA UCMONHUTENEM U
MOXET OPOpPMNATLCA HA 060POTHON CTOPOHE NMOC/IeHEro NMCTa NpuKasa.

3.27. B npukasax He JonyCcKaeTca:

N3MEHeHNe paHee YCTaHOB/IEHHbIX CPOKOB BbINOMHEHUS 3alaHNIi B CTOPOHY MX YBENUYEHNS;
NPYMeHEeHNe MNPOU3BOJIbHLIX COKPAWEHUAn WM  UCKKEHWE HaUMEHOBAHUN CTPYKTYPHbIX
nogpasfeneHnii opraHm3aumnin, NogBeAO0MCTBEHHbIX OpraHn3aynin-ncnoNHNTenNei;

NPYMeHeHNe MPOU3BOMbHbLIX (HEe OO6LWENPUHATLIX) TEXHUYECKUX W  APYTrUX TEPMUHOB,
COKpaLLEeHHbIX C/10B N HAMMEHOBaHWIA.

3.28. Tpum Hanuumm nNPUNOXKEHWA B TeKCTe MNpuKasa B COOTBETCTBYHLLIUX MYHKTaXxX
pacnopsaganTeNibHOM YacTh [JalTca OTCbiIKKW: ... (npunoxeHue N 1); ... (npunoxernuve N 2); ..
"COrnacHo MPUIoXEeHUIO™, Ha NPUNOXeHUU 0hOPMAAETCA OTMETKA O MPUIOXKEHUN:

Mpunoxenne N 1

K npukasy ®bY "HaumeHoBaHue
opraHmsayun®

oT 12.11.2019 N 215

N3paHve BMecTe C NPUKa3oM MPUIOXKEHWUA, HE YMNOMAHYTbIX B TEKCTe [OKYMEHTa, He
Jonyckaetcs.
Ecnn  [OKyMeHT,  YTBEPXAEHHbIA  MpWMKa3oMm,  BMNOCNeACTBMM  AelCTBYeT B BuUAe
CaMOCTOATENIbHOTO [AOKYMEHTa, Ha [MepBOM JIMCTE [OKYMEHTa B BEPXHEM TMpaBoOM Yyriay
npocTaBnseTcd rpudg yTeepxaeHunsa (NpyM HeO6X0AMMOCTH, - C YKa3aHMEM HOMepa MpUIoXeHus),
Hanpumep:
NHcTpyKuma YTBEPXOEHA

npukasom ®bY "HanmeHoBaHue

opraHusauuu”
07 22.01.2019 N 5
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3.29. PacnopskeHMa 0(hOpMAKOTCA MO TeM Xe npasBunam, UYTo M MPUKasbl, 38 UCKIHOYEHUEM
TOro, 4YTO B KOHUE npeambynbl CTaBUTCA [BOETOYME, [MOCNe 4ero C/efytT MYHKThI
pacnopsguTeNnbHOW Yactu. Hanpumep:

B uenax ucnonHeHua npukasa ®bY "HaummeHoBaHue opraHmsaymmn™ ot 22 asrycrta 2019 r.
"O6 opraHusaumMmM 1 NpPoBeAeHMM  KOHKypca "Jlydwuii  cekpeTapb  YBenbCKOro
MYHMLMMNaNbHOro panoHa - 2019":

1. PykoBoauTenam ynpaBieHWiA, OTAENOB U CeNbCKUX NOCENEHWU B CPOK A0 10 ceHTA6ps
2019 r. npeacTaBUTb  CBOM  MPEA/IOXEHMS O  KaHaugaTypaxX  CcekpeTapei K
[0enonpon3BoauTeneit AN y4acTus B KOHKypCe.

2. ..

PacnopsXeHuns MOTyT He UMETb npeamobyibl.

3.30. o npeAcTtaBfieHWs Ha MOANUCb MPOEKT Mnpukasa (pacnopsiXeHus) COrnacoBbiBAETCA C
3aMHTEepPecoBaHHbIMW NULAMW B COOTBETCTBUU C NYHKTamu 4.1 - 4.11 uHCTpyKLUWN.

3.31. lMpukas nognucbiBaeT PYyKOBOAWTE/Nb OpraHusaunn wWnM nuuo, WCNONHAKLWeEee ero
0653aHHOCTMW.

PacnopseHve NOAMNUCHLIBAETCA PYKOBOAUTENEM U/MAN UHBIMU YNOMHOMOYEHHBIMW UM NIALAMWN.
3.32. Konuun nprka3oB (pacnops>XeHWin) paccbinatoTca B COOTBETCTBMM C yKasaTenem (IMCTOM,
CMUCKOM) PacCbI/IKN.

dNeKTpOHHaA Konmua npukasa pasmellaeTcs B COOTBETCTBYHOULeN 6a3e AaHHbIX CO[ nnm Ha
KOpnopaTtuMBHOM nopTase opraHusaunmn B cetu "HTepHeT".

3.33. Mpwn ohopmneHnn npukasa, N3faBaemoro COBMeCTHO C APYroi opraHu3alne:

6/1aHK He 1Cronb3yeTcs;

HaVMeHOBaHWA OpraHM3aunii NevyaTaTCA Ha OL4HOM YPOBHE;

HanmeHoBaHuMe Buaa gokymeHTta (MPUKAS3) pacnonaraetcs rno LeHTpy.

[laToli COBMECTHOr0 npuKasa fBfseTca fata npocTaBieHUs NocnefHei NOANUCK Ha LOKYMEHTE.
PerncrtpaymMoHHbIi HOMep COBMECTHOIO MpuKasa COCTOMT M3 PerucTpaumoHHbIX HOMepOB,
MPUCBOEHHbIX KaXAO0W W3 OpraHuMsauuimi 1 NpocTaBAsieMblX 4Yepe3 KOCYK YepTy B MOpsfke
yKa3aHus opraHu3saumnin - aBTopos AOKYMEHTA.

TeKCT COBMEeCTHOro nmpukKasa Wu3faraetca OT TMepBOro /Mua MHOXECTBEHHOrO 4ucna
("npukasbiBaem"), nognucu PyKoBOAWTENel OpraHM3alUuii pacnonararoTcs Ha OJHOM YPOBHe
cneBa un cnpasa.

3.34. [leATenbHOCTb MO COBMECTHOM BblpabOTKe pelleHuin Ha 3acefaHusiX COBETOB, KOMUCCUA,
COBeLLLaHNAX 0hOPMIAETCA NPOTOKONAMMN.

MpPOTOKO/ COCTABNAETCA HA OCHOBAHUWN AUKTO(MOHHbIX (PYKOMUCHbLIX) 3anuceid, Npon3BeseHHbIX
BO BpeMS 3acefaHus, NpefCcTaBNeHHbIX Te3UCOB AOKNAL0B U BbICTYMN/IEHWI, CNPABOK, MPOEKTOB
peLleHnin (NoCcTaHOBNEHNNA).

MpoTOKON O(OPMNSETCH B TeYeHWe OLHOr0 - TpexX AHel nocne NpoBefeHWs 3acefaHus, eciu
CPOKW €ro rnoAroToBKM He OroBOpeHbl 0C060.

3.35. PekBu3uMTamu MpoOTOKOSa ABMAKTCA: HaMMeHOBaHWe opraHu3auuun, HamMeHoBaHwe BuAa
[JOKYMEHTa, 3aroloBOK K TeKCTy, fara M MeCTO 3aceflaHus, perucTpauuoHHbIA HOMep
NpoOTOKO/a, TEKCT, MOAMMUCH.

3.36. 3aronoBOK K TeKCTYy MPOTOKO/la OTBEYAeT Ha BOMpoc "4yero?" W COAEPXWUT yKaszaHue
noapasfeneHnsa nnn oprada, AefTesIbHOCTb KOTOPOro NpoToKonmpyeTcd. Hanpumep:

NPOTOKON 3acefaHuns aTTecTalMOHHOW KoMuMccum

NMPOTOKON 3acefaHns Hay4YHO-MeTOANYECKOW KOMUCCUN.

[aToli npoTokona ABnseTcA fata 3acefaHus. Ecnu 3acefiaHve NpoJoXaeTCa HECKONbKO [Hel,
yKa3blBaeTCH faTa Havana 3acefjaHnsa v Yepes Tupe - aata OKoH4vaHuma: 12 - 13 maga 2020 .

3.37. TeKCT NpOTOKONa AO0/HKEH COCTOATb M3 ABYX 4YacTeii: BBOAHOW U OCHOBHOW. B BBOAHOW
yacTU MPOTOKONA YyKasblBaldTCA (amunuum  npeacepatensa (npeacefaTensCTBYHOLLErO);
cekpeTaps; (hamMuInM Y4aCTHUKOB, MPUCYTCTBYIOLMX HA 3acefaHuu; NinL, NPUTialeHHbIX Ha
3acefjaHuve; NoBecTKa AHS.
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Ecnm KonnuyecTBo NPUCYTCTBYHOLWMX Ha 3acefaHuy npesbiwaet 15 yenoBek, B BBOAHOW YacTu
NPOTOKOMAa [eNaeTcs CCblKa Ha CNWUCOK, ABNSAKOLWMIACA HEOTbeM/IeMOM 4acTblo MNPOTOKO/A.
Hanpumep:

MpucyTcTBOBaNnU: 25 yen. (CMUCOK npunaraercs).

BBogHas 4acTb NpOTOKOMAa 3aKaHYMBaeTCA MOBECTKON [AHA, cofepXaliel nepeyeHb
paccmaTpMBaeMblX BOMPOCOB, MEPEYUCNEHHbIX B MOPAAKE WX OOCYXAEHUA C YyKasaHWeM
JOKnagunka Mo  Kaxgomy paccmaTpuBaemMoMy Bornpocy. Bonpocbl NOBeCcTKM  AHA
(hopmynupytoTcsa ¢ npegnorom 0" (o6"), nevataloTCA OT rpaHuULLbl N1€BOr0 NOMA U HYMEPYHTCA
apabckumu umdpamu.

B OCHOBHOI1 YacTn NPOTOKO/1a PUKCUPYETCA XO[, 3acefaHuns.

3.38. T10MHbIA NPOTOKON COAEPXUT 3anucb TOFO, 4YTO MPOUCXOAMNO BO BPEMSA 3acefaHus,
BK/IlOYas BOMPOCHI K JOKNAAUYNKY, OTBETbl HA HUX, BBICTYMN/IEHUS B X0fe 06CYyXAeHusa Bonpoca,
pesynbTaTbl r0O/0COBaHWA MO BOMPOCY W TMPUHATbIe pelleHUs. PekoMeHAyeMblii obpasel,
ohopMneHuns NosIHOro npoTtokona (npunoxexHune N 4).

KpaTkve npoTOKOAbI BeayTtcs MpW pPacCMOTPEHUM BOMPOCOB OMepaTUBHOrO Xapakrepa.
PekomeHayeMblli 06pasel, 0)opMIeHnsa KpaTtkoro npotokona (npunoxeHuwe N 5). B kpaTkom
NMpoTOKO/Ne (PUKCUPYETCA Tema O06CYXAeHWUs, hamunnsa LOKMafyMKa Mo BOMPOCY W MPUHATbIE
peLueHums.

3.39. OcHOBHaf 4acTb MOMHOTO MPOTOKO/IA COCTOWUT M3 pasfenos, MOCBALEHHBLIX BOMPocam
MOBECTKM AHA. X0 PacCMOTPeHMs KaK[oro BOMNpoca 3anucbiBaeTcsa B NOCNeA0BaTENbHOCTH:
CAYWANWN - BbICTYNMAN - PELLNNN.

MocTaHOBNEeHUe (pelleHre) B TeKCT NPOTOKO/Ma BHOCUTCA MOMHOCTbIO B TOW (DOPMYIUPOBKE,
KoTopas 6bifa MpuMHATA Ha 3acefaHuun; npyv Heob6XOLMMOCTU MPUBOAATCA WUTOTU T0/I0COBAHUSA:
"3a - .., MpOTUB - ..., BO34epxanoco - ...".

3.40.MpoTokKoN 3acefaHns NOLNUCLIBAETCA NMpeAcefaTeNieM W CEKpeTapemM 3acefjaHuns, ecnu
NHOe He ycTtaHoBneHo JTHA.

3.41. Tpn Heo6XOAMMOCTM KOMWUW MPOTOKOJSIOB MM BbIMUCKWM M3 MPOTOKOJ/IOB paccChlnalTcs
3aMHTepecoBaHHbIM NNLAaM B 3N1EKTPOHHOM BUAe B COOTBETCTBUU C yKa3aTesieM PacChblKu.

B BbiNWCKe M3 MPOTOKONA [O/KHbI BOCMPOU3BOAUTLCA BCE PEKBMU3UTbI 3ar0/IOBOYHOM 4acTu
NMpoTOKO/a, BBOAHAA YacTb, BOMNPOC MOBECTKU fHA, NO KOTOPOMY FOTOBUTCH BbIMWCKA, W TEKCT,
OTpaxatoLLnin 06CyxaeHre BONPOCca U NPUHATOE peLleHue.

3.42. fenosoe (cnyxebHoe) NMCbMO rOTOBMTCA Ha 6naHke nucbMa. Mpu cocTaBfieHUM MUCEM
OpOpMNIAIOTCA PEKBU3WTLI: afpecaT, 3aro/ioBOK K TeKCTy, TeKCT, MOAMUCb, OTMeTKa 06
NCMONHWUTENe, B HEOOXOAMMBIX Clyyasx - OTMeTKa O NpUIoXeHun. PekoMeHfyeMmblii o6pasel
opopmsieHns fenosoro nucoma (npunoxeHue N 6).

3.43. Ecnn NUCbMO ABNSETCA OTBETOM Ha MOCTYMMBLUWI 3anpoc WAM MpocbOy, 3anonHseTcs
PEKBM3UT "CCbl/IKA HA PermcTpaLnoHHbI HOMepP U faTy NOCTYNUBLUEro nNucbma'.

HanmeHoBaHMe Bufa fOoKyMeHTa ("nMucbMo") M pa3HOBUAHOCTb Nucbma (Hanpumep, "npocbba”,
"MH(opMaUnoHHoe",  "conpoBoguTenbHoe",  “sanpoc",  "HanoMWHaHue") B  [eN0BbIX
(cny>ebHbIX) NMCbMax He yKasblBakTCS.

Ecnu nucbmo HanpasnseTca ajpecaty Mo 3/IeKTPOHHOM noyTe wayM no gakcy 6e3 LOCbIIKKA MO
noyte, BMECTO MOYTOBOr0 ajpeca YKa3blBaeTCA AaApec 3NeKTPOHHOW MNOYTbl WU HOMEP
TeneoHa-hakca.

3.44. [enoBoe (cnyxxeb6HOe) MNUCbMO AO0/MKHO ObITb MNOCBAWEHO OAHOMY Bonpocy. Ecnu
HeobxoAMMO 06patuTbCA B OpraHu3auuio OLHOBPEMEHHO MO HECKOJIbKMM  BOMpocam,
pPeKOMeHyeTca COCTaBUTb OTAE/IbHOE MUCbMO MO KaXKAOMY U3 HUX.

MMCbMO MOXKeT KacaTbCs HECKO/IbKMX BOMPOCOB, ECNN OHW B3aMMOCBA3aHbI.

3.45. B 0fHOM nucbMe He [O/MKHO ObITb 60/lee YeTbipex ajpecaroB, MpuU 3TOM OCHOBHON
ajpecar yKa3blBaeTca rnepsbiM, OCTanbHbIM agpecaram NUCbMO HanpasBnaeTcsa ANA CBEAEHUSA.
Mpn HEO6XOAMMOCTN HanNpaBUTb NMUCbMO 6OJbLLEMY KONMYeCTBY afpecatoB, FOTOBUTCHA CMMUCOK
pacchbliiKK, ¥ MMCbMa PacchblatoTca No CrucKy.

3.46. Tlpu cocTaBfieHUN [eNOBbIX MNUCEM WCMONb3yeTCa BCTYNUTENbHOE ob6palieHne K
3aKN0YnNTeNIbHAA 3TUKETHAasA (hpas3a B COOTBETCTBUM C MYHKTOM 2.43 MHCTPYKUUK.
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3.47. TeKCT nucbMa n3naraeTcs:

0T 1-ro nMua MHOXecTBeHHOro yncna ("npocum ...", "npegnaraem ...
OoT 3-ro nuua eaAnmHCTBEHHOro uyucna ("npegnpusatTne CYMTaAeT BO3MOXHbIM
pacrionaraet BO3MOXHOCTbHO ...");

oT 1-ro nuua eAnHCTBEHHOro Ynucna ("npowy ...
Ha AO0NKHOCTHOM 6/1aHKe.

3.48. Ecnu npoekT fenosoro (cny>ebHOro) nucbMa HanpasiseTca agpecaTy Mo noyTe, NpPoekT
rOTOBMTCH B [BYX 3K3eMNspax: OAUH 3K3eMnasap ohopmMaseTcs Ha O6naHKe, BTOPOI 3K3emnasp,
npejHa3HaYeHHbI ANS BU3MPOBAaHMUA) - Ha CTaH4APTHbLIX TMCTax Gymaru.

[enosoe (cnyxebHoe) NMUCbMO A0 MPeAcTaBfeHUA Ha NOANUCH LOMKHO ObiTb COracoBaHoO
(3aBM3MPOBAHO) CO BCEMU 3aMHTepecoBaHHbIMKU nuuamu. CornacoBaHue (BU3MPOBaHWE)
[leNoBbIX NMMCeM NPOBOANTCA B COOTBETCTBUU C NYHKTaMU 4.1 - 4.11 WHCTPYKLUWN.

3.49. [enosoe (cnyxebHoe) NUCbMO NOANUCLIBAETCA PYKOBOAMTENEM OpraHm3auum uan UHbIM
YNO/IHOMOYEHHbIM UM nuuom. [lognucaHHoe fenosoe (CNy)XebHOEe) MNUCbMO  MOAJEXUT
pervcTpayun n oTrpasKe.

He ponyckaeTcs OTnpaBnsaTb ajpecaTtaM MuWCbMa, He MMewuime fatbl U PerncrpaluoHHOro
HoMepa.

3.50. Tlocne nognucaHua nMuWcCbMa W €ero pernucTpauuy 3K3eMnaap mnucbma C BU3aMU
3aMHTEPeCcoBaHHbIX /UL, NOMeLLaeTCcs B [eno.

3.51. AKTbl COCTaBNAKTCA Ha OCHOBE YTBEPXAEHHbIX OpraHamMy BNacTU YHUPULMPOBAHHbLIX
(hopm nnm B cBOGOAHON (hopme B Lensix NOATBEPXAEHUS (DaKTOB, CBA3AHHbLIX C AeATeNIbHOCTbIO
opraHu3auuu. PekoMmeHayemblii obpasel, ohopmieHns akTa (npunoxeHue N 7).

3.52. Tlpn cocTaBneHNUN aKTOB WCNONb3YHOTCA PEKBU3NTbI: HaMMeHOBaHMe OpraHusauuu;
HavMeHOBaHWe BMAa AOKYMEHTA; AaTa AOKYMEHTA; PerncTpaLuoHHbIi HOMEP AOKYMEHTa; MecTo
COCTaBNEeHNA UV U3LaHNA LOKYMEHTa; 3aro/ioBOK K TEKCTY; MOAMMUCH.

3.53. [laToln aKTa ABNseTCA faTa COCTaBNeHMS aKTa U NOANUCAHUSA ero COCTaBUTENAMMU.

Ecnu opmoit akTa npegycMOTPeHO ero yTBepXAeHne pyKOBOAUTENEM OpraHu3aumm UM UHbIM
YNO/THOMOYEHHbIM JO/MKHOCTHBIM INLLOM, AaTON aKTa ABMAETCA faTa ero yTBepXaeHus.

3.54. B BBOAHON YacTy akTa B UMEHUTEIbHOM MafeXe yKasblBatTCA:

OCHOBaHME COCTaB/eHUA aKTa (/IOKa/ibHbli HOPMATWUBHbIV akKT; pacnopsguTe/bHbIA LOKYMEHT
opraHusaumu (Nprkas, pacnopsxeHue); GakT uan cobbiThe, MOCNYXUBLIEe OCHOBaHMEM [ANd
COCTaB/IEHMA aKTa);

cocTaBMTeNnn akTta (mepeuncnatoTca nocne cnosa "CocTaBfieH" € YyKasaHWeEM [O/HKHOCTEN,
HaVMeHOBaHWA  OpraHu3auuin, ecnm COCTaBUTENN ABNAKOTCA NpeACcTaBUTENsMU  APYroi
opraHusauuu, hamunnii 1 MHULNANoB).

Ecnnm akT cocTaBfieH KOMUCCUeR, NepBOM YKasbiBaeTcs (haMunusa npegcepatenis KOMUCCUM
3aTeM Y/IeHOB KOMUCCUUN B ang)aBUTHOM MOPALKe.

3.55. B TekcTe akTta u3fnaratoTca LEnM M 3ajayMm COCTaB/EHWA aKTa, CYLHOCTb, XapakTep,
MeTOAbl ¥ CPOKM NpofenaHHON paboTol, ee pe3ynbTarhl.

Mpy HEO6XOAMMOCTM aKT MOXET COAepXKaTb BbIBOAbI M PEKOMEHALMN.

B 3akn04MTENbHON YacTh akTa yKa3blBatOTCA KOMMYECTBO MOArOTOB/IEHHbIX 3K3EMM/IAPOB aKTa
N MeCTOHaxOX[eHWe Kax[oro asksemnnspa. KonuuecTBO 3K3eMMNASPOB aKTa onpegensercs
KO/IMYeCTBOM CTOPOH, 3aMHTEPEecOoBaHHbIX B ero COCTaBNEHWW, WAN  HOPMaTUBHBLIMU
TpeboBaHMAMU, pernameHTUPYIOLWUMK COCTaB/IEHNE aKTOB KOHKPETHOW pasHOBUAHOCTMW.

3.56. 3K3emnaapbl akTa MOAMUCHLIBAIOTCA BCEMM 4YfieHaMW KOMUCCUWM (ecniy aKT COCTaBAsANCH
KOMWUCCUER) U COCTaBUTENAMM W, NPU HEO6XOAMMOCTU, NPUCYTCTBOBABLUMMU NULAMMN.

Mpu nognucaHun akTa npejcegaresieM v YieHaMn KOMUCCUW HaMeHOBaHUA UX LO/MKHOCTEN He
yKasblBalTCA.

Ocoboe MHeHue coCTaBMTENd akrta wW3naraeTcs Ha OTAENbHOM JINCTe, MNOAMWUCLIBAETCA U
npunaraeTcs K akTy.

3.57. Ecnu 3akoHOpaTenbCTBOM Poccuiickoit ®egepayun npegycMOTPEHO O3HAKOM/EHUE C
cofiepXXaHMeM aKTa Nul, YNOMSHYTbIX B aKTe, MOA MNOAMWCb, Ha MNOC/MeAHeR CTpaHULUe akTa
npocTaB/igeTCcs 03HaKOMUTeNbHasA BM3a "C akToM 03HaKoMeH(bl)", Npyu 3TOM yKa3biBalOTCA

, "HanomuHaem ...");

S "MHCTUTYT He

, 'npegnarato ..."), ecnn nucbmo oopmnseTcs
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HaVMeHOBaHWA LO/HKHOCTEN, NNYHbIE NOANUCKU, PACLUM(POBKY MOAMUCEN, AaTbl 03HAKOMJIEHUS.
Nunua, KoTopble 3HAKOMATCA C COAEpXaHWeM akTa, MWMEKT npaBO He Ccorfacutbca ¢
cofep>aHveM akta B Le/fioM WM ero OTAe/lbHbIMW MOJIOKEHUAMU, UTO [O/MKHO OblThb
3aUKCUPOBAHO NPY 03HAKOMJIEHUW C aKTOM.

3.58. OoknagHaa (cnyxebHas) 3anmMcka UCMNONb3YeTcA Ans8 ONepaTUBHOrO0 WHMOPMAaLMOHHOIO
obMeHa MexXay CTPYKTYPHbIMU MOApa3feNeHusMrU U pyKOBOACTBOM. PekomeHAyeMble 06pasubl
opopmIeHNs [OKNAAHON 3anUCKU W CAY>XXeOHOW 3anuMcKu, MNOArOTOBNEHHOMW Ha OCHOBE
3N1eKTPOHHOrO WabnoHa (npunoxeHnsa N 8, 9).

3.59. O6#dA3aTe/ibHbIMM  peKBU3UTAMWU  [JOKNALHOW  (CNy)Xe6HOM)  3anucKu  ABNAKOTCA:
HauMeHOBaHWe CTPYKTYPHOro nofpasfeneHns, HauMeHOBaHue BuAa AOKYMeHTa (JoKnagHas
3anucka, cny>kebHas 3anucka), fata, 3aro/loBOK K TEKCTY, afpecaT, TEKCT, MOAMUCH.

3.60. Mpwu agpecoBaHUN LOKNAAHbLIX (CNYXeOHbIX) 3anNnCOK YKa3blBAOTCA B [aTeNbHOM nafexe
[O/DKHOCTb MLa, KOTOPOMY aAipecoBaH AOKYMEHT, (haMuauns u nHuuunansl. Hanpumep:

3aMecTuTento reHepanbHOro

AnpekTopa oBY "HanmeHoBaHue
opraHmsayun®

®amnnuna N.0.

Nnn:

Pykosoantento [lenaprameHTa
NH(OPMaLMOHHbLIX TEXHOIOT U
®amnnmna N.0.

3.61. foknagHble (cny>KebHble) 3aMUCKN MOTYT COCTaB/ATLCA, PACCMATPUBATLCA U XPaHUTLCH B
TeYyeHue YCTAHOB/IEHHOI0 CPOKa UCK/IIYNTE/IbHO B 3/IEKTPOHHOM Buae B C3/.

Mpu opraHusaumm paboTbl C JOKNaAHbIMK (CNYXEeO6HbIMKU) 3anncKamu B 3/1EKTPOHHOM BuAe
NCMOMNb3YHTCA 3NEKTPOHHbIE WA6/M0HbI LOKNAAHOW U CNY>XeOHOMN 3annCoK.

3.62. TekCT goknagHon (cny>kebHOI) 3annUCKK, B 3aBUCUMOCTM OT C/IOXXHOCTU COAepXXaHus 1
NPWBOAUMOW aprymeHTaLuu, COCTOUT U3 OAHON, ABYX WU TPEX YacTeil:

B MepBOM 4YacTW u3naratoTCs MPUYMHbBI, (DaKTbl MK COBBLITUSA, MOCNYXMBLIWE MNOBOAOM [ANA
COCTaB/IEHNA LOKYMEHTA;

BO BTOPOM YacTW faeTcs aHa/n3 CN0XUBLUEACS CUTYauUUn, BOSMOXHbIE BapUaHTbl ee peLleHus:;

B TpeTbel YacTu n3naratoTCs BblBOJbI.

3.63. Pernctpauuns LOKNagHbIX N CNYXeOHbIX 3anucokK ocywecTendetrcs B C3/M, npu 0TCYTCTBUM
C3/ - B CTPYKTYpHOM NnoApasfefieHnun, NogroToBMBLUEM JOKYMEHT.

3.64. [enoBble nucbma, HanpaeffemMble 3apy6exHbIM KOppecrnoHgeHTam (B TOM uucne
agpecatam rocyaapcTB - ObIBLWIMX pecnyb6nnk B coctaBe CCCP), odopmnsoTca Ha 6naHke
nM1McbMa opraHun3auumn ¢ peKBU3NTamm Ha pycCKOM M OAHOM U3 MHOCTPaHHbIX A3bIKOB.

3.65. TMucbmo, HanpaBnsemoe 3apybexxHOMY afpecaty, COCTaBNAETCA Ha PYCCKOM f3blke,
MPOXOANT COrnacoBaHWe CO BCEMMW 3aUHTEPECOBAHHbLIMM fLLAMMW OpraHu3auuun, Mnocne Yero
MUCbMO NEePeBOAMTCH Ha OLMH U3 MHOCTPaHHbIX A3bIKOB (A3blK afpecara Wan aHrIMNCKUN A3bIK)
N oopmngeTca Ha 6iaHke nucbMa, nNpeAHasHayeHHOM [N Mepenucku C 3apybexHbiMu
KOppecnoHAeHTamu.

MOAMHHUK NWUCbMa, O(OPMJIEHHbI HA OLHOM W3 WHOCTPAHHbIX $A3bIKOB, [O/DKEH ObITb
NOEHTUYEH MO COLEPXAHMIO IK3EMMIAPY Ha PYCCKOM A3blKe C BU3aMW 3aMHTEPeCOBaHHbIX /L,
3.66. Ha nopnuce pyKOBOAWTENO MPeACTaBAAOTCA: 3K3EMNAAP MNUCbMa 3apybexHoOMY
KOpPPecrnoHAeHTY, OPOPMEHHbIA Ha 6naHKe, KONMWA [aHHOrO NUCbMa Ha CTaHAApPTHOM /UCTe
bymarn C BW30W WCMONHWUTENA, 3K3EMNAAP MNUCbMa Ha PYCCKOM A3blKe C  BU3aMu
3aMHTEPEeCOBaHHbIX /UL,
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3.67. Nocne nognucaHua nNMcbMa pyKoBoguTesieM UM UHbIM YNOHOMOYEHHBIM UM IULLOM:
3K3emnaap  nucbMa, O(OPMJIEHHBbIA Ha  6n1aHKe, MNOAMUCAHHbIA  PYKOBOAUTENEM U
3aperncTpupoBaHHblil B Cnyx6e Aenonpon3BoACTBa, HanpasaseTcs ajgpecaty;

KOMWA NUCbMa C BU30I UCMONHUTENA U 3K3eMMAAP MUCbMa, COCTaB/IEHHbIN HA PYCCKOM fi3blKe, C
BM3aMW 3aMHTEPECOBAHHbIX NINL, MOMELLATCA B feno.

3.68. Mwucbma, HanpasnseMble 3apybexHbIM agpecartaM, LO/DKHbI UMETb PEKBU3WUTHLI: afpecar,
Jarta, permcTpaunoHHbI HOMep, TEKCT, NOAMMUCH.

Mpn HEO6XOAUMOCTU MOTYT OhOPMAATLCA PEKBU3UTLI "CCbISIKA Ha PerncTpaLMoHHbI HOMEp U
Aaty nocTynuBelUero nucbMa™ u "3aroNoBOK K TeKcTy". Ha Konuu nucbMa, NomeLLaeMoin B feno,
AOMOMHUTE/IbHO MPOCTaB/AETCA 0TMETKa 06 UCMOSTHUTENE.

IV. CornacoBsaHue NPoOeKTOB AOKYMEHT OB.
MoanucaHune (yTBep>KAeHME) NPOEKTOB JOKYMEHTOB

4.1. CornacoBsaHue npoekta LOKYMeHTa MPOBOAWUTCA [0 ero NoAMNucaHusa PYyKOBOAWTENeM B
LleNsX OLEeHKU COOTBETCTBMA NpPOeKTa 3aKoHOoLaTenbCTBY Poccuiickoii Pefepaunn, nokanbHbIM
HOPMaTMBHBLIM aKTaM OpraHusalmu, KayecTsa v 3 PeKTUBHOCTY NpeAiaraeéMoro peLleHuns.
CornacoBaHue TMpoekTa [OKYMeHTa OpraHu3yeTcsi HEMOCPELCTBEHHbIM  WCMOJIHUTENIEM
(cocTaBuTENeM) M PYKOBOAWTENIEM MOAPA3LENeHUA-UCNONHUTENA W MPOBOAMTCA B Mpefenax
YCTaHOBJIEHHOI0 CPOKa UCMOTHEHUS.

4.2. Mpn Hannumn B opraHmsauymm C3I[] cornacosaHue MPOEKTOB AOKYMEHTOB OCYLLECTB/IAETCA
B aBTOMaTU3NPOBAHHOM pPeXume MOCPefCTBOM Hanpas/ieHUs MNPOEKTOB AOKYMEHTOB /uLaM,
Ha3Ha4YeHHbIM B Ka4yecTBe COrfacyrLwmx, n ohopmMieHUs pe3ynbTaTos cornacosaHns B C3/.
CornacoBaHue MpPOeKTOB [OKYMEHTOB MOXET OCYLLeCTBAATLCA MOCPEACTBOM KOPNOpaTUBHON
3NIEKTPOHHOM NOYTbl U O(OPM/IEHUS WCMNONHUTENIEM JIACTA COrlaCoBaHUA C MPUIOXEHUEM
3M1EKTPOHHbIX COO6LLEHUI NINL, Y4aCTBOBaBLUMX B COr/1acoOBaHWM NPOEKTa AOKYMEHTA.

4.3. CornacosaHvie TMPOEKTOB [AOKYMEHTOB C pabOTHMKamu opraHusauuv wn/vnn Apyrumu
opraHu3aumaMn opraHusyeTt WCMOJIHATENb NOC/e COrfiacoBaHus B paboyeM nopsake npoekTa
[LOKYMeHTa C pyKOBOAMTENEeM CTPYKTYPHOIO NoApasfeneHns u B COOTBETCTBUM C MHCTPYKLMeN
no [Jenonpov3BOACTBY OpraHu3auMm WM WHBLIMW  JIOKaNIbHBIMW  HOPMAaTUBHBIMK  aKTamu,
perynumpyrLimmMy npoLecc cornacoBaHns (BU3MpoBaHusa) NPOEKTOB LOKYMEHTOB.

4.4. T1poeKTbl JOKYMEHTOB cOrnacyrTcs:

HenocpeACTBEHHbIM UCNOMIHUTENIEM U PYKOBOAUTENEM MOLPA3Le/IEHUA-UCNONTHUTENS;
coucnonHUTeNnamm (Mpu UxX Hannuuwm);

PYKOBOAUTENAMU CTPYKTYPHbIX MOApasfeneHuid, paboTHMKaMM oOpraHusauun, HanpasieHuns
LeATeNIbHOCTN U/Mnn  (PYHKLMOHaNbHblE 0053aHHOCTU KOTOPbLIX 3aTparvBarTCA B MPOEKTe
[LOKYMeHTa U/Mnun KoTopble yKasaHbl B MPOeKTe JOKYMeHTa B KayecTBe UcnonHutenei (B cnyvae
BPEMEHHOI0 OTCYTCTBUS PYKOBOAMTENSA MNOApasfeseHns NpoekT AOKYMEHTa BU3UPYeT finuo,
BPEMEHHO MCMOJHAOLLLEE ero 0683aHHOCTH);

3aMeCTUTENIAMUN PYKOBOAMTENSA OpraHm3aunmn, KypupyowmrmMn 3aTpoHyTbie B MPOEKTe LOKYMEHTa
BOMPOCHI (eCnv ALOKYMEHT NoAnucbiBaeTcs (YTBEPXAAeTCA) PYKOBOAUTENEM OpraHu3aLlmm);
topuanyeckoi cnyxooi (npoektos JIHA, NpOeKTOB NPUKas3oB);

Cnyx060i f,enonpon3BoACTBa.

MpoeKTbl JOKYMEHTOB, peann3aumns KoTopbix TpebyeT PUHAHCOBbLIX 3aTpaT, COrnacoBbIBalOTCA C
(PMHAHCOBbLIM NOApa3AeNeHNeM.

He ponyckaetcsa HanpaBnsTb Ha cOrjiacoBaHuWe MNPOEKT LOKYMEHTa OAHOBPEMEHHO ABYM WU
6onee paboTHWKaM OfHOr0 CTPYKTYPHOro mnogpasfeneHuns. B KayecTBe fuy, cOrnacyroLmx
NPOeKT [OKYMeHTa, [AO0J/DKHbl BbICTYMaTb MNPeuMyLLeCTBEHHO PYKOBOAUTENN CTPYKTYPHbIX
nogpasaeneHunii.
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4.5. BHelwHee corfiacoBaHue NpoekTa AOKYMEHTa OCYLLecTBAAeTCA MOCPEACTBOM HamnpaBieHUs
npoeKkTa B ApYyryt opraHusalmio ¢ CONpOBOAUTENIbHbIM NMUCbMOM, B KOTOPOM YKa3blBaeTCs CPOK
corniacoBaHus.

Ecnn opraHusaymun, cornacytouine NpoekT AOKYMeHTa, ABAAKTCA yvyacTHUKamu ogHoin C3[,
cornacosaHvie MoxeT 6bITb nposegeHo B C3/[] 6e3 HanpaB/ieHNs CONPOBOAUTENIbHOIO MUCbMa U
O[JHOBPEMEHHO C BHYTPEHHWM COrNacoBaHMNEM.

4.6. Cpoku cornacoBaHus [AOKYMEHTOB YCTaHaB/IMBAlOTCA WHAUBMAYaNbHON WHCTPYKLMER Mo
[,enonpon3BoLCTBY U/WAN UHBIMU NIOKaNbHBIMW HOPMAaTUBHbLIMW aKTaMy B 3aBUCMMOCTY OT BMAA
JOKyMeHTa M o0ObemMa [OKYMeHTa, BK/IOYad NpuioXxeHus K Hemy. Cpoku corjacoBaHus
[OKYMEHTOB cocTasnaoTll:

MPOEKTbI AeN0BbIX (CNYyXebHbIX) nucem - 1- 3 pabounx OHS;

NPOeKTbl NPUKa3oB 6e3 NpuaoXeHui - 1- 3 paboumx aHS;

NPOeKTbl NPUKa30B C NPUMOXEHUAMY CNPaBOYHOM0 Xapakrepa - 3 - 5 pabouunx gHen;

MPOEKTbl MPUKA30B C MPUIOXEHNEM JIOKaNbHbIX HOPMATMBHbLIX aKTOB B 3aBUCMMOCTU OT UX
o6bema (He 6onee 50 cTpaHuy) - 5 - 10 pabounx fgHeir;

MPOEKTbl JIOKaNbHbIX HOPMAaTWBHbLIX aKTOB, YTBEPXAaeMbIX HEMOCPeACTBEHHO MOAMMUCHIO
pykoBoaunTensa (He 6onee 50 cTpaHuy) - 5 - 10 paboumnx gHeit;

NPOeKTbl MPOTOKONOB 3acefaHuii (coBewaHwuin) npu HeobXOAMMOCTM WX COrfacoBaHus, B
3aBMCUMOCTM OT 06beMA AOKYMeHTa - 1 - 3 paboumx fHA.

CpoKy cornacoBaHus MPOEKTOB [OKYMEHTOB, HarpaBfifeMbiX Ha BHELUHEE COrnacoBaHue He
[0OMKHbI cocTaBnATb 60nee 30 KaneHAapHbIX LHEN.

B KOHKpeTHbIX cflyyasx B 3aBUCUMOCTW OT COAEPXaHUA W Ha3HauyeHUd [OKYMEHTa CpoK
COrnacoBaHWs MOXET OblTb COKpaweH WX YBE/IMYEH MO0 PeleHN0 PYKOBOAMTENS,
KYPUPYIOLEro Hanpas/ieHNe LeATeNbHOCTU, N0 KOTOPOMY FOTOBUTCA MPOEKT PeLLeHus.

4.7. OdopmneHne pesynbtatoB cornacosaHus JIHA ©n  pacnopsaguTeNibHbIX [LOKYMEHTOB
OCYLLEeCTB/IAETCA B BUAE BWU3, MPOCTABNAEMbIX 3aMHTEPECOBAHHbLIMW NILLAMM HA MOC/ELHEM
NUCTe NpoekTa LOKYMeHTa (Ha ero NMLeBO NN 060POTHON CTOPOHE) WM HA OTAE/IbHOM NINCTE
COrn1acoBaHus, ABMAIOLLEMCA HEOTHEM/IEMON 4acTblo AOKyMeHTa. OTMeTKM O COrfacoBaHuu
(rpug cornacoBaHUs M BU3bl) OQOPMAAIOTCA B COOTBETCTBUM C NyHKTamMu 2.45, 2.46
NHCTPYKLUN.

Mpu cornacoBaHun [en0BbIX (CNYXEO6HbIX) MUCEM BU3bl MPOCTABAAKTCA Ha KOMWW MuUCbMa
(B30BOW 3K3emniap), KOTOPbIA Mocfe NoAnucaHus MOAJMHHMWKA NUCbMa M ero perumcrpauuu
rnomMellaeTca B [eno, WM Ha 060poTe NOA/IMHHMKA MWUCbMa, E€CAN MUCbMO Hanpas/seTcs
afpecaTy no hakcy Wau 31eKTPOHHOW noyTe. OTOT XKe 3IK3EeMMAAP MMCbMa Moc/ie OTnpaBKu
agpecaty (Mo ¢akcy uam 3NeKTPOHHOI NoYTe B BUAE 3/1IEKTPOHHOWN KOnun) nomelyaeTcs B 4eno.

MpoeKTbl NPOTOKO/I0B BU3MPYHOTCA IXLLAMK, BbICTYNaBLWIMMKN Ha 3acefaHumn (CoBelaHnmn) nyTem
npocTaB/ieHNss BW3bl Ha JIeBOM [MOJIe  [LOKYMeHTa HanpoTUB  3amnucu  BbICTYNIEHUA
COOTBETCTBYHLLEro paboTHMKa.

4.8. CornacoBsaHue NpPoOeKTOB AOKYMEHTOB MOXeT ocyllectsnAteca B C3/. MNMocne 3aBepLueHuns
npoueaypbl cornacosaHus (Mpu cO34aHWUM NOANMHHUKA AOKYMEHTa Ha OyMaKHOM HOCWUTese)
NUCT cornacoeaHua pacnedvatbiBaetca n3 C3[, npuknagbiBaeTcd K MPOEKTY AOKYMeEHTa U
npefcTaBnseTcs Ha MOAMWCb PYKOBOAWUTENHD oOpraHusaunn (MHOMY YMNOSIHOMOYEHHOMY WM
nuuy).

CornacoBaHne BHYTPEHHUX [OKYMEHTOB, CO3fJaHuWe, XpaHeHWe W WUCNO/b30BaHUE KOTOPbIX
ocyulectsngetca nocpeactsom C3/M, nposogutcs B C3/ B 31eKTPOHHOM BUfe.

Mpy cornacoBaHWM MPOEKTOB BHYTPEHHUX LOKYMEHTOB, CO3[aHHbIX Ha OYMaXHOM HOCUTEne,
BU3bl MPOCTAB/MIAIOTCA HEMNOCPEACTBEHHO Ha NPOEKTE AOKYMEHTA.

1 VIHaMBYAYanbHOM MHCTPYKLMER No Ae/ONpPON3BOACTBY MOFYT GbITb YCTAHOB/EHbI UHbIE CPOKM COMiacoBaHUs
MPOEKTOB [LOKYMEHTOB.
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4.9. Tlpn BHewHeMm corfacosaHWn, MOJy4YeHHOM MUCbMOM, WAM COrNacoBaHWW MPOEKTa
JOKYMeHTa  KofnervanbHblM  (COBelwaTeslbHbIM)  OpraHom C  (hMKcauuein peweHus o
COrnacoBaHWy B NMPOTOKO/E 3acefaHna UCNONHUTENIb OPOPMISET HA NPOEKTE AOKYMEHTA UK B
NINCTE COr/flacoBaHMA rpug COrnacoBaHWs B COOTBETCTBMM C MYHKTOM 2.45  MHCTpPyKuuu.
Mucbma 0 cornacoBaHuy (BbINMUCKA U3 MPOTOKO/A) NPMANAraloTca K NPOeKkTy LOKYMeHTa.

4.10. B xope cornacoBaHuWs npoekTa [OKyMeHTa paboTHUK, COrnacyrouwmii [AOKYMEHT,
NMPUHMMAET OAHO W3 CNeAYILWNX PeLLEHWA:

cornacosatb NPOEKT AOKYMeHTa 6e3 3aMeyaHuii;

corfacoBaTtb NPOEKT AOKYMEHTa C 3aMeyaHusamu,

OTK/IOHWUTb MPOEKT JOKYMEHTA,

yKasaTb, UYTO He MMeeT OTHOLEeHMA K MNPOEeKTy [OKYMeHTa (pacCMOTpeHWe Bornpoca, Mo
KOTOPOMY NPUHUMaeTCH pelleHne, He BXOAUT B 0643aHHOCTU paboTHUMKA).

Bo3paxeHnsa no npoekTy npukasa (pacnopsXeHusd), BO3HMKalOLWWe nNpu CcornacoBaHum,
n3faralTca B CpaBKe, KOTOpasd Npuiaraetcs K npoekty, uam sHocutca B CO/L.

Ecnn npoekT [OKyMeHTa corjacoBaH C 3amMeyaHWsaMW, 3TO 03HAYyaeT, 4TO 3amMeyaHMs HOCAT
peLakUMOHHBIN XapakTep, U Nocae ux NPUHATAA UCNOMTHUTENEM MPOEKT He TpebyeT NOBTOPHOTO
cornacosaHums.

[MpOoeKT AOKYMeHTa OTKNOHAETCA NLOM, COracyrowmnm JOKYMEHT, B Caydasax:

HaMunA CyLLeCTBEHHbIX 3aMeYaHNn No NPOEKTY AOKYMEHTa;

Hecorfiacus ¢ NPOEKTOM JOKYMEHTa.

4.11. HecornacoBaHHbI/ NPOEKT AOKYMeHTa TpebyeT LOPabOTKM MO BbICKa3aHHbIM 3aMeYaHuaMm,
nepeoMOpPM/IEHNA M MOBTOPHOIO COrlacoBaHus.

4.12. Ecnm npu AopaboTKe MpoeKTa [AOKYMEHTa WCMNOAHWUTENb MNPUHUMAET peLleHne He
yuuTbiBaTb 3aMedvaHue (3ameyaHua) nuua (vd), y4acTBOBaBLUMX B cOrjacoBaHuw,
MCNONHUTENIEM TOTOBUTCHA PEECTP HeYUTEeHHbIX 3amMeyaHuii, KOTOPbl BMecTe C MPOEKTOM
[LOKYMEHTa MpefcTaB/seTCcAa PYKOBOAMTENO OpraHusauum uam UHOMY YNOSHOMOYEHHOMY UM
OO/DKHOCTHOMY fiMuy, nofnucbiBalowemy (YTBepXAaroLWemMy) AOKYMEHT. PeecTp HeyuTeHHbIX
3amMeyaHuii NOANUCLIBAETCA PYKOBOAMUTENEM CTPYKTYPHOro NoApasfeneHns-ucnonHuTens.

4.13. PeweHne 0 TOM, NPUHUMATb WUAM He MPUHUMATb HeyuyTeHHble 3amMeyaHus MNPUHUMaeT
pyKOBOAUTEND.

B cnyyae ecnv pykoBOAUTENb MPUHMMAeET pelleHne O Heo6XOAMMOCTM YYeCTb 3amMeyaHus,
OTK/IOHEHHbIe WUCMONIHUTENIeM, UCMONIHUTENb fopabaTbiBaeT MPOEKT AOKYMEHTa B COOTBETCTBUU
C BbICKa3aHHbIMWN 3aMeYaHNAMMU.

Ecnn pykoBoguTenb corfiallaetca C MHEHUEM WCMONHUTENA, OH MoAnucbiBaeT (YTBEPXAaeT)
LOKYMEHT.

4.14. [OKYMEHTbI, M3[JaBaeMble OT MMEHW opraHusaluu, MNOAMNUCLIBAKOTCA PYKOBOAUTENEM
opraHusaumm WamM WHbIMW YNONHOMOYEHHbIMU UM AO/HKHOCTHBIMK NUamMmn (3aMecTUTensaMu
PYKOBOAUTENA  OpraHu3auuu, pYyKOBOAWUTENSMW  CTPYKTYPHbIX  NOApPa3fefieHnin,  UHbIMU
[LO/DKHOCTHBIMU NINLLAMW B COOTBETCTBUM C UX KOMMETEHL e, onpefensieMoin LOBEPEHHOCTAMY
Ha BbIMO/SIHEHWE OMpefeNeHHbIX [AeACTBMIA  OT  UMEHW OpraHusauun, BHYTPEHHUMU
HOPMaTUBHbLIMW LOKYMEHTaMu opraHusayuu).

4.15. OTAenbHble BUAbI BHYTPEHHUX AOKYMEHTOB (CNy>KebHble, 00bACHUTE/NbHbIE 3aMUCKN) Ha
UMA  PYKOBOAWTENA  CTPYKTYPHOro  nojpasfefnieHMs  NOANUCLIBAKOTCA  UCMOMHUTENEeM
(cocTaBuTeNiEM), €eCnM paspellaemble MNpW 3TOM BOMPOCHI He BbLIXOAAT 3a Mpefenbl ero
KOMMeTeHLUunu.

4.16. [JOKyMeHTbl, HarnpaBasieMble B BbICLUWE OPraHbl rOCy4apCTBEHHOW BNacTW, Ha UMSA NepBbliX
pykosoauTeneli (hefepasbHbiX OpPraHoB WCMNOJIHATENbHOW BMacTu, PyKOBOAWUTeNel Cy6bLeKTOoB
Poccuiickoin ®epepaunn ©  3apy6exxHbIX rocyaapcts, MOAMNUCLIBAIOTCA PYKOBOAUTENEM
opraHmsaumm Uam nuuoMm, UCMOJHAKLWMM ero 06583aHHOCTW.

4.17. [OKyMeHTbl, HanpasfseMmble B MOABELOMCTBEHHbIe U CTOPOHHME oOpraHusauunu,
NoAMUChLIBAlOTCA 3aMECTUTENAMU PYKOBOAUTENSA OpraHn3aunmn, NHbIMKU LONXHOCTHBLIMU NuLamu
opraHu3aunm B COOTBETCTBUW C NPeAOCTaBNEHHLIMU UM NMOSTHOMOYUAMMN.
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4.18. [OKYMeHT nojnuceiBaeTca AByMA WnuM 6onee nvMuamm, ecinu 3a Cofep)kaHue LOKYMeHTa
HecyT OTBETCTBEHHOCTb HECKOJIbKO PabOTHMKOB (LOKYMEHTbI, MOAFOTOB/IEHHbIE HECKO/IbKUMU
nojpasgeneHuaMmn uny opraHmsauuamm, paboyein rpynnoin, KOMmMccuen).

4.19. MopgnucbiBaeTca, Kak NpaBuio, OAUH 3K3eMNnAp LOKyMeHTa. COBMECTHbIA AOKYMEHT
NoAMNUCLIBaeTCA B KOMMYECTBE, COOTBETCTBYHOLLEM KOMMYECTBY OpraHu3aunii, cosgaBLimnx
LOKYMEHT.

Mpv HanpaefeHUM MUCbMA WAW BHYTPEHHEro MWHMOPMAaLNOHHO-CNPaBOYHOro [OKYMeHTa
HeCKONbKUM appecatam (He 6onee 4eTbipex) MOAMNUCLIBAETCA KaXAblii OTNPaBNSEMbIl
3K3emMNnAAp AOKYMEHTA.

4.20. Tlognucb Ha [OKYMeHTe O(OPMISAETCA B COOTBETCTBMM C MyHKTamu 2.46, 2.47
NHCTPYKLMW.

4.21. YTBepxaeHune JOKYMeHTa Nnpou3BOgunTCA:

HernocpeLCTBEHHO PYKOBOAMTENEeM - MNpoCTaBfieHWeM COOGCTBEHHOPYYHOM nNoAgnucKM B rpudge
YTBEepXAeHUs;

NnpuKasoMm opraHusaLmu.

4.22. YTBepxgalTca npasuna, NofoXeHns, MHCTPYKLUN, pernaMeHTbl, HEKOTOPbIE BUAbI aKTOB,
MnaHbl, NporpaMmMbl U ApYyrve LOKYMEHTbI, YCTaHaB/INMBaKOLLIME HOPMbI U/WIN pacCYMTaHHbIE Ha
AnvTeNlbHOE nNpumeHeHue (npunoxeHne N 10).

OmopmneHne rpua YTBEPXKAEHUA NPOU3BOAUTCA B COOTBETCTBMW C MNyHKTOM 2.40
NHCTPYKLMW.

4.23. Moanucb PYKOBOAWTENA OpraHvsaunum WM WMHOTO YMNOJHOMOYEHHOro0 MM uuUa Ha
OOKYMeHTax, Tpebyruwmx 0C0o60ro yAoCTOBEpeHUs WX MOAJMHHOCTU, a TakXe Ha Komuax
OOKYMEHTOB M BbIMWCKAX M3 LOKYMEHTOB 3aBepseTcs rneyatbio (npunoxeHme N 11).

[MeyaTb Ha JOKYMEHTe NMpoCTaBNAeTCsA B COOTBETCTBUM C MYHKTOM 2.48 MHCTPYKLUUN.

V. OpraHusaumusi JoKyMeHT0060poTa

5.1. [oKyMeHTO060pOT BK/KOYaeT BCH MOCNEA0BATE/NbHOCTb MNepemMeLLeHni i AOKYMEHTOB, a
TakXe onepauuun, COBepLUaeMble C LOKYMEHTaMuW B MNpOLecCe WX CO3J4aHWA M WCMNOMHEHUS
(nony4yeHue, oTnNpaBkKa, nNpeABapuTe/slbHOE pPacCMOTPeHWe, perucrpauums, paccMOTpeHue
pyKoBOAuTENEM).

5.2. Lenb opraHusaumm AOKyMeHToo60opoTa - o6ecrneyeHWe CBOEBPEMEHHOrO MPUHATUSA
ynpaBfieHYeCKUX peleHnin n uxX WUCMnonHeHusa. 3ajaya [LOKYMeHToob6opoTa - OpraHu3oBatb
OBVKEeHNe [OKYMEHTOB MO HaMMeHee KOPOTKOMY NyTW C MUHUMa/bHbIMW 3aTpaTamu Tpyga u
BPEMEHU, B YCNOBUAX 3/IEKTPOHHOIO AOKYMEHTO060poTa - 06ecneynTb AOCTYN K AOKYMEHTaM
nons3osartenam C3/[] B COOTBETCTBUMU C NPELOCTaBAEHHbLIMW UM MpaBamu.

5.3. B ycnosuax npumeHeHns C3/[ B opraHmsauum UCMNOAb3YIOTCA 3/1EKTPOHHbIE LOKYMEHThI, a
TaKXe 3/1eKTPOHHbIe KOMUK JOKYMEHTOB, MOJIyYeHHble B pe3ynbTaTe CKaHMpPOBaHUA AOKYMEHTOB
Ha 6yMa)XHOM HocuTesie. [IOKyMEHTbI OpraHu3aunn, UMeroLL e BpeMeHHbIe CPOKN XpaHeHusa (40
10 neT BK/MHOUYUTENLHO) MOTYT CO34aBaTbCA, XPaHUTLCA W WUCMOJIb30BATLCA MCK/IHOUYUTENLHO B
(hopme 3NeKTPOHHbIX LOKYMEHTOB.

MepeyeHb AOKYMEHTOB, CO3[aBaeMblX, XPaHWMbIX M UCMNO/Ib3YEMbIX WCK/IKUYUTENLHO B (hOpMme
3NEKTPOHHbIX LOKYMEHTOB, YTBEPXAAETCA PYKOBOANTENEM OpraHusauunu.

5.4. OpraHusaumnsa [OBMKEHUA [OKYMEHTOB B YC/IOBMAX 3/IEKTPOHHOIO [OKYMeHToo6opoTa
OCYLLLeCTB/IIETCA B COOTBETCTBUUN C PErfiaMeHTMPOBaHHBLIMU MapLipyTamun, paspabdaTbiBaeMbiMu
Cnyxb6oli pgenonpoussofctsa. MaplpyTbl [BVKEHUA OpraHn3alMoHHO-pacnopsguTebHbIX
OOKYMEHTOB [AO0J/DKHbI OblTb ONTUMANbHBIMK MO 3aTpaTaM BPEMEHMW, HE [O/DKHbI A0MYyCKaTb
aybnupyowmx — onepauuii M BO3BPATHbIX  ABUXEHWA, He 06YC/OBNEHHbIX [e/0BOWA
HEeo6X0AUMOCTbIO.
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5.5. OpraHusaumsa [OKyMeHT0060p0oTa OCHOBbLIBAETCA Ha NPUHLMMAaXx:

LeHTpanmns3aLmm onepawnii no npuemy n oTnpaske LOKYMEHTOB;

pacrnpejeneHns [LOKYMEHTOB Ha [OKYMEHTOMOTOKW, WMEKLWMe OANHAKOBBLIA MapLipyT
(MapwpyTusauma LOKYMEHTOB);

opraHusaummn npefBapnTesibHOro PacCMOTPEHNA BXOAALLNX JOKYMEHTOB;

NCKNIOYEHU  BO3BPATHbIX  ABMXXEHUA  [OKYMeHTa, He  06YC/MOBNEHHbIX  [AefI0BOA
Heo06X04MMOCTbIO;

O[lHOKPaTHOCTW perucrpaunn JOKYMeHTOB;

yCTpaHeHns He060CHOBAHHbIX COr/1acoBaHWii NPOEKTOB AOKYMEHTOB;

BPEMEHHOIM pernaMmeHTauMm onepauuin no o6paboTke, PacCMOTPEHMUIO W COFNacOBaHUIO
LOKYMEHTOB.

56. B [OokymeHTOO60pOTE OpraHM3auun BbIAENAOTCA [AOKYMEHTOMOTOKU:  BXOAALLMe
(moctynawwme)  AOKYMeHTbl;  ucxofsdwue  (oTrnpasfisemble)  AOKYMEHTbI;  BHYTPeHHMue
OOKYMEHTbI. B cocTaBe BXOAAWMX N UCXOAALLNX LOKYMEHTOB BbIAENAOTCA:

[LOKYMEHTbl OpraHoB rocyapCTBeHHO BacTu, OPraHoB MECTHOr0 caMoyrpas/eHns;
AOKYMEHTbI (hMNManoB 1 TeppuTopranbHO 060C061EHHbIX NOAPa3aeneHNia;

[JOKYMEHTbl U3 roCyiapCTBEHHbIX U HErOCYAapCTBEHHbIX OpraHu3aunii;

3anpocbl fenyTtatoB [ocygapcTBeHHOn [ymbl ¥ uneHoB CoBeta ®Pegepauuu, AenyTaTos
3aKOHOJaTe/lbHbIX OpraHoB Cy6bekToB Poccuiickoi ®egepaunn WM OpraHoB MeCTHOrO
caMoynpaB/ieHNs;

obpalleHnsa rpaXkaaH;

LOKYMEHTbI U3 MPaBUTENbCTBEHHbIX M HENPaBUTE/IbCTBEHHbIX OpraHu3aLuii 3apybexHbiX cTpaH
N apyrue rpynnsl JOKYMEHTOB.

5.7. [locTaBka 1 0TrnpaBkKa AOKYMEHTOB B OpraHu3aLmm oCyLecTBAATCA CPpeAcTBaMuU MNOYTOBOM
CBA3MN, PefbAberepCKoi U KypbepCcKOM CBA3MN, HAPOUHLIMWU U Pa3IMYHbIMU BUAAMU 3/IEKTPOCBA3N
(dbakcumunbHad, TenerpaHas, TeneoHHasn, 3/IeKTPOHHAA MoyTa, CMCTEMA MEXBEeAOMCTBEHHOIO
3NEKTPOHHOI0 AOKYMEHTO060poTa (M3,£I,O)12, can).

5.8. B opraHusauuio [0CTaBNSETCA KOPPECMOHAEHUMA B BUAE MWUCEM, MOYTOBbLIX KapTOYeK,
6aHaeponeii M MakeToB, MNeYaTHbIX W3JaHWA, Tenerpamm, akcorpamm, TenehoHOrpamm,
3N1EKTPOHHbIX LOKYMEHTOB U 3/IEKTPOHHbIX KOMWUIA JOKYMEHTOB.

59. Tpuem [OKYMeHTOB ocyuiecTBnsietca Cnyx6oil  genonpons3BoacTBa. [OKYMEHTbI,
nonyyeHHble paboOTHMKamMu OT [APYrMx OpraHusauuii, Takxe nepegatotcd B Cnyx6y
[enonpon3BoACTBa A4N18 perncrpauum n/unm yyera.

5.10. Bce nocTynuBwMe B OpraHM3auulo [OKYMEHTbl MNoAnexar nepBuYHON 006paboTke,
BK/HOYALO L EN:

NMPOBepPKY NPaBWIbHOCTW LOCTAaBKW LOKYMEHTOB;

MPOBEPKY LeNOCTHOCTY YNakoBKN (KOHBEPTOB, NakeToB);

BCKPbITME YMakKoBKM (38 UCKIOYEHMEM KOHBEPTOB, MaKeTOB C MOMETKOMW "JIM4HO" u rpadamu
OrpaHMyeHnsa 4oCTyna K JOKYMEHTY);

MPOBEPKY Le/OCTHOCTY BXOAALLMX LOKYMEHTOB, BK/IOYas NPUIOXEHUS;

YHUUYTOXEHNE KOHBEPTOB, MAaKeTOB U/W YNaKOBKMU;

npocTaB/ieHNe OTMETKM O MOCTYMNEHMNW LOKYMEHTA B OpraHu3auuio.

5.11. Owunb04YHO [OCTaBNEHHbIE [JOKYMEHTbl MEPECbINAOTCA MO  Ha3HAYeHUH WK
BO3BpalalTCca oTnpaBuTento. [OKYMeHTbl, MOCTYNUBLUME B MOBPEXAEHHOW YMNakoBKe,
NPOBEPAIOTCH Ha LLeNOCTHOCTb, B TOM YMCNE HA Ha/IMYMe MeXaHUUYECKMUX MOBPEXAEeHNIA.

12 ins rocyaapcTBeHHbIX OpraHm3auuii - yyactHukos M30.
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MoyToBbIE OTNpPaBNEHNA, HECTAHLAPTHbLIE NO Becy, pasmepy, popmMe, UMEKOLLME HEPOBHOCTU MO
60KaM, 3aK/IeeHHble NUMKOW NEeHTON, WMetol e CTpaHHbIA 3anax, LUBeT, MPesno/ioXUTeNIbHO
MMeloWwmMe BIOXKEHWSA, He XapaKTepHble A5 MNOYTOBbIX OTNpaBfeHWin, He BCKpbiBatoTca. O
MoNyYeHUU MOLO3PUTENIBHOTO MOYTOBOTO OTMPaB/ieHNs  [OKNaAblBaeTCAd PYKOBOAWUTESIO
CnyX6bl jenonpon3BoACTBa U B C/IYXOY 6€30NnacHOCTU (MPW ee Hannyum).

5.12. Mpn NOCTYNMEHUN BXOAALLEr0 AOKYMEHTa B MOBPEXAEHHOW YMaKOBKe, MOBPEXAEHUU
AOKYMEHTa, Mpu OTCYTCTBMM B KOHBepTe (NakeTe) AOKYMEHTa, ero 4acTu WAn MPUNOXKEHUA K
Hemy, a TakXe Nnpu OTCYTCTBUMW MOLMUCU Ha BXOAALEM AOKYMEHTe COCTaBfiAeTCA akT B ABYX
aK3eMmnaapax Ha OyMaHOM HocuTene, MNOANUCHLIBAEMbI ABYMSA paboTHUKaMu Chayxo6bl
[en0npon3BoACTBa.

OfMWH 3K3eMMAp akTa BMecTe C BXOAALWMM AOKYMEHTOM W ero npuioXKeHUaMuU nepejaercs Ha
npeaBapuTeNibHOE pacCMOTPEHME W perucTpauuto, BTOPOM 3K3eMNasp akTa BbiCbllaeTcs
OTMPaBUTENIO.

5.13. KOHBEpPTbI, NaKeTbl UK YNAaKOBKA COXPAHAKTCA M NpUaaraloTca K BXOAALWMNM JOKYMEHTaM
B Cnyvasx:

€C/IN TONbKO MO HAM MOXHO YCTaHOBUTbL OTNPaBUTENS UK AaTy OTNpaBneHus;

ec/in  BXOAALWMA [OKYMEHT MOCTYNWA MO3XKe YKa3aHHOro B TeKCTe [JOKYMeHTa Ccpoka
NCNONTHEHUS NN AaTbl MEPONPUATHUS;

npu 60/1bLLIOM PaCXOXAEHUN MeXAY AaTaMu NMOAMNUCAHUA N NONYYEHUSA LOKYMEHTOB.

Mocne 3aBeplieHns paboTbl C LOKYMEHTOM KOHBEPT BMeCTe C AOKYMEHTOM MOMeljaeTca Ha
XpaHeHue B Aeno.

5.14. KoHBepTbl (nakeTbl), umewowme oTtMmeTky "JluuHo" ("Private"), rpudbl orpaHuyeHus
JocTyna K [JOKYMeHTaMm, COjepXawum CBeLeHWs KOH(PUAEHLManbHOro Xxapaktepa, He
BCKPbLIBAKOTCA U MepefatoTcs:

c oTMeTKOM "J/lnyHo" ("Private™) - HenocpeACTBEHHO agpecaTy;

C rpuamuy orpaHuyeHms [oOCTyna - B CAYX6Y KOH(MAeHLMaNbHOro Aefonpou3BoAcTBa Uan
paboTHUKY Cnyx6bl [4enonpous3BoAcTBa, B 00583aHHOCTM  KOTOPOro BXOAUT 06paboTka
JOKYMEHTOB, COfepXalimx cBefeHNs KOH(MUAEHLNANbHOTO XapakTepa.

5.15. Bxopgduwime 31eKTPOHHble [AOKYMEHTbl, MNOCTYNUBLIME OT APYrMX OpraHusauuin no
3N1eKTPOHHONM  noyTe, nocpeactsom C34 wu/vam  M3O0  npuHumatotcs  Cnyx6oli
[en0npon3BoACTBa.

ONeKTPOHHblIE  AOKYMEHTbI, MOCTYNMBLUME MO WHMOOPMALUOHHO-TENEKOMMYHUKALNOHHbBIM
KaHanam u nojnucaHHble YCW/IEHHOW KBaM(UUMPOBAHHOM nognucblo, BK4YaoTcs B C3/
nocne npoOBepKW 3MEKTPOHHON MNOANUCU W NOATBEPXKAEHUS ee [AeACTBUTEeNbHOCTU13
3N1eKTPOHHbIE AOKYMEHTbl, MOCTYMMBLUNE OT APYrUX OpraHm3auuii No 3M1eKTPOHHON MoyTe K
NoANMCaHHbIe YCWUNEHHOW HeKBaMMPUUMPOBAHHOW MOANUCLIO WAW MPOCTON 3NEKTPOHHOM
MoANUCbLIO, MPOXOAAT MpefBapuTe/ibHOE pacCMOTpeHue n BKw4YawTcs B CI/[ npu Hanmyum
MeXJay opraHusayunein-oTnpaBuTeNneM W OpraHusauunern-nonyyvarenem cornaweHms o6 obmeHe
3N1EeKTPOHHbIMY JOKYMEHTamM1, NOAMNUCAHHbIMW COOTBETCTBYHOLLEN NOAMMUCHIO.

5.16. MepBuyHaa o06paboTKa 3/EKTPOHHLIX AOKYMEHTOB, MOJIyYEHHbIX MO WMH(OPMALUOHHO-
TeNeKOMMYHUKaLWOHHBIM KaHanam cBA3u (3N1eKTpoHHasa noyta, MO0, caiT opraHusauun) ot
APYrUX OpraHu3auuin n rpaxaaH, AO/MKHA COOTBETCTBOBATb TEXHONOIMU paboThbl C BXOAALLUMMU
LOKYMEHTamu.

5.17. MepBuyHas o0bpaboTka LOKYMEHTOB 3aBepluaeTcsd MX pacnpegeneHnem (COPTUPOBKON) Ha
pernctpupyemble n Hepeructpupyemolie (npunoxexHne N 12) 14

BUNHAVBMAYaNbHO MHCTPYKLMEV MO Ae/ONPON3BOACTBY MOXET GbITh NPeayCcMOTpeHa pacneyaTka JOKyMeHTOB,
NOCTYMNMBLLMX B (POPME 3EKTPOHHBIX OKYMEHTOB, C Moc/eaytoLLel opraHu3aLmein paboTbl ¢ HUIMM Kak ¢
JOKYMeHTaMmy Ha GyMaXKHOM HocuTese.

UK BOKyMeHTaM, He MoAJIeXalL MM PerucTpaummn, 0THOCATCS AOKYMEHTbI, He TpebytoLue UCNOMHEHWS U He
cogepxkalme MHopMaLmm, MCnosib3yemoli B CrIPaBOYHBIX LIENsX
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5.18. Peructpauma BXOAAWMX AOKYMEHTOB OCYLLECTB/IAETCA He3aBUCMMO OT crocoba wux
[OCTaBKM 0AuH pa3: B Cnyxbe [enonpoM3BOACTBA WAM B CTPYKTYPHOM MOApasfeneHum
opraHu3aumm B COOTBETCTBMM C YCTaHOB/IEHHON (DOpPMOIi opraHusaumm genonpounssogcraals,
[OKyMeHTbI, nocTynatoolwme U3 [pYyrux OpraHunsauumii HemnocpeicTBEHHO B CTPYKTYpHble
nogpasfeneHuns, HoO Tpebytolmne pacCMOTPEHNA PYKOBOACTBA, NepeaarnTca Ansa perucrpayum un
npeABapuTeNbHOro paccMoTpeHns B Cnyx6y Aenonpovn3BoacTBaa.

5.19. Perucrpauunsa BXogfawWwmMX LOKYMEHTOB OCYLLECTBAAETCA B [eHb WX MOCTYM/IEHWS UAN Ha
cnepywowuii pabounin feHb nNpy NOCTYNJEHUU [OKYMEHTOB B KOHLUe paboyero fAHA wan B
Hepabouee BpeMsl.

Pernctpauma obpalieHnii rpaxpgaH OCYyLecTBAeTCA B TeyeHMe Tpex [Helk C MOMeHTa
nocTynneHnsa obpaweHnals.

5.20. CsefeHMs O MOCTYMNWBLUEM [OKYMEHTe BHOCATCA B 3/1EKTPOHHYIO PErucTpaunoHHyto
KapTouky (3PK) C3[ wunn perncrpaLuMoHHO-yYeTHYH (OopMy Ha OGyMaXHOM HocuTene, a
NOCTYNUBLUEMY JOKYMEHTY NMPUCBaMBAETCA PerncTpaLMoHHbIR HOMep.

PerncrpayMoHHbIA HOMEP BXOAALLEr0 AOKYMeHTa COCTOUT M3 MOPSAKOBOro Homepa AOKYMeHTa
B npejenax KafeHJapHOro rofa, Kotopblil MOXeT ObITb JOMNO/HEH LUMPOBLIMA MU BYKBEHHO-
LUUppPOBLIMM KOAaMWN (MHAEKCAMM) MO UCMO/b3YEMbIM KnaccmopMKaTopaM“.

5.21. Ha Bcex 3aperncTpupoBaHHbIX 4OKYMEHTaX, 3a UCKIYEHMEeM AOKYMEHTOB, NOCTYNUBLINX
B (DOPME 3NEKTPOHHbLIX AOKYMEHTOB, MPOCTABMAAIOTCA OTMETKM O MOCTYMJIEHUN LOKYMEHTa B
opraHusauuto. B oTMeTKe 0 MOCTYnieHMW LOKYMeHTa (WMKCUMPYHTCA faTa nocTtynsieHuns (npu
Heo6Xxo4UMOCTU - Bpems MOCTYMAEHUA B Yacax U MUHYTax) WM BXOAAWMIA perncrpaluoHHbI
HOMep JOKYMeHTa B COOTBETCTBUM C MYHKTOM 2.35 MHCTPYKLUU.

5.22. [JOKyMeHTbl, MOCTYynuBLUINE Ha BYMaKHOM HOCUTefle, CKaHWPYHTCH, 3NEKTPOHHAA Konus
[OoKyMeHTa Bkitoyaetca B CO/Ml v npucoegmHaeTcd K APK fokymeHTa.

5.23. KoppecnoHAeHUNa Ha MHOCTPaHHbIX A3blKaxX, afpecoBaHHas PYKOBOACTBY opraHusauumu,
nocne peructpauum B Cnyxbe [enonpovsBoACcTBa NepefaeTcs B  COOTBETCTBYHOLLEe
nogpasfeneHve mnn paboTHWUKY OpraHusaumm Ans nepesoja M Nocnefytolein nepefayvnm Ha
paccMoOTpeHne pyKoBoAcTBa. IHasg KOPPECnOHAEHLUMNA HAa MHOCTPaHHbLIX A3blKax nepegaeTcs no
Ha3HayYeHW0 HenocpefCTBEHHO B CTPYKTYpPHbIE nojpasgeneHus.

5.24. MpepBapuTe/ibHOE pPacCMOTPEHUE MPOBOAUTCH B LIefIAX pacrnpefenieHns noctynarwwmnx B
opraHu3auuio [OKYMEHTOB Ha Tpebyrouwmne 00643aTeNbHOr0 pacCMOTPeHUs pPYKOBOLCTBOM
opraHusaumm n Hanpasngemble HeNOCPELACTBEHHO B CTPYKTYpPHbIE NoApasfeneHums.

5.25. TMpeaBapuTenibHOE paccMOTpPeHWe BXOAAWMX [LOKYMEHTOB ocyllecTensetrca B Cryx6be
[lenonpons3BoACcTBa Noc/e perncrpaunum JOKYMEHTOB.

MpeaBapuTenbHOe pacCMOTPeHMe MOXET MPOBOANTLCA A0 PerncTpauumn B cnyyae nocTynseHns
OOKYMEHTOB C OTMEeTKaMu, TpebyrwuMn He3aMeLNUTeNbHOr0 PacCMOTPEHUS U UCMOIHEHUA
LOKYMEHTa.

5.26. lNpefBapuTeNibHOMY PacCMOTPEHWMIO MOANeXaT BXOAALWME OOKYMEHTbI, afpecoBaHHble B
opraHusauunio 1 Ha UMsa ee pyKoBOoauUTeNS.

[OKYMeHTbI,  afpecoBaHHble  MNOApa3fefieHNAM,  PYKOBOAUTENAM  MOApPasfeneHuii nu

cneumanucrTam, nepefawTca B CTPYKTYpHble nofpasfeneHns 6e3 npeABapuTeNibHOro
paccMoTpeHunals

5B nHaMBMaYabHON MHCTPYKLMM MO AeN0MNPOU3BOACTBY YCTaHaBIMBAETCA MECTO PErUCTPaLN BXOASLLIMX
[NOKYMEHTOB (LeHTpann3oBaHHO - B Cnyxbe fenonponsBoacTBa uim B Cnyxbe fen10npon3BoACTBa U CTPYKTYPHbIX
noapasgeneHunsx), a Takxke cnocob permctpaumm (8 C3/, unm B permcTpaLMoHHO-YYeTHbIX (POpMax Ha 6yMakKHOM
HocuTene).

16 PefepanbHbIi 3aKoH 0T 2 Mast 2006 r. N 59-d3 O nopsiike paccMOTPeHMS 06palLieHniA FpaxkaaH B Poccuiickoii
depepaunn’ (CobpaHune 3akoHoaaTenbCTBa Poccuiickon depepaunn, 2006, N 19, cT. 2060; 2010, N 27, cT. 3410; N
31, cT. 4196; 2012, N 31, cT. 4470; 2013, N 19, cT1. 2307; N 27, cT. 3474; 2014, N 48, cT. 6638; 2015, N 45, CT.
6206; 2017, N 49, cT. 7327).

17 CTPYKTypa permcTpaLMoHHOro Homepa BXOAALLEro JOKYMeHTa OnpeaensieTcs MHANBUAYaNbHON NHCTPYKLMEN No
[1e/T0MpPon3BOACTBY OpraHM3aLmn.

18 CoCTaB IOKYMEHTOB, NOAMNeXaLUX NpeaBapUTeIbHOMY PacCMOTPEHMIO B OpraHm3aLmm, MOXeT ObITb
KOHKPETM3MPOBaH B MHAMBUAYaSIbHON MHCTPYKLMU MO 4eN0NPON3BOACTBY.
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5.27. [pepBapuTefsibHOE pPacCMOTPEHUE OCYLLECTBAAETCA WCXOAA U3 OLEHKU COofep>KaHus
BXOAAWMX [OOKYMEHTOB, C YYeTOM YCTaHOB/IEHHOr0 B oOpraHusauuy pacnpegeneHus
(PYHKLMOHaNbHbIX 00A3aHHOCTE MeXAy PYKOBOAMTENleM OpraHusauuun, ero 3aMecTuTensamu,
PYKOBOAMUTENAMU CTPYKTYPHbIX NOApa3jefieHunin.

5.28. o pesynbtaTtam npefBapuTE/NIbHOr0 PAacCMOTPEHUA LOKYMEHTbl pacrnpefensaiTca Ha
[LOKYMEHTOMOTOKK, Hanpas/fifemble:

Ha pacCMOTpPeHWe PYKOBOAMTENS OpraHu3auumn (LOKYMEHTbI, MOCTynarwouwe u3 O0praHos
rocyapcTBeHHOW BnacTW, OPraHoB MeCTHOro caMOoynpaBineHus, AOKYMeHTbl M0 Haubonee
B&XXHbIM M MPUHUMNNANLHBIM BONpOCcaM AeATeNbHOCTU OpraHu3anumn);

Ha pacCMOTpeHMe 3aMecTuTeNeinl pykoBoanTeNs (LOKYMEHTbI MO HanpaBieHUAM [LeATeNbHOCTH,
KYPUPYEeMbIX COOTBETCTBYIOLUMY 3aMECTUTENAMN);

Ha pacCMOTPEHME MHbIX PYKOBOAWUTENEN, TNaBHbIX U BeAYLMX CNEeLnanucTos;

Ha pacCMOTpeHue W WCNOMHEHWEe B CTPYKTYpPHble MoApasfefieHna No HanpaBieHUAM UxX
LeAaTenbHoCTH.

5.29. Tlo 3aBepweHWn nNpeaBapuTeNIbHOrO0  PacCMOTPEHUA  AOKYMEHTbl  nepefarTca
COOTBETCTBYHOLLMM PYKOBOAUTENAM A1 PACCMOTPEHUSA U BbIHECEHWUA pe3ontoumnii (YKazaHUin no
NCNOJSTHEHUIO).

5.30. PaccmoTpeHVe [OKYMEHTOB pPYKOBOAWTENEM OCYLUECTBASETCA B [eHb nepejayu
[LOKYMEHTOB PYKOBOAWUTENO WU Ha Clnefytowuii pabounii feHb, ecnv LOKYMEHTbI nepefaHbl
PYKOBOACTBY B KOHLe paboyero AHs.

[JOKYMEHTbI, TpebyroL e CPOYHOro pacCMOTpPeHMUs, a TakXe Tefierpammbl 1M TeflehOHOrpaMmbl
paccmaTpuBaroTCs PYKOBOAMUTESIEM He3amMeaINTENbHO.

5.31. Pe3yfbTaTbl paCCMOTPEHUA AOKYMEHTA PYKOBOAMTENEM OpraHu3aummn, ero 3aMecTuTenamu,
PYKOBOAMTENAMU MoapasfeneHnii ohopmMasioTCa B BUAE Pe30/IIOLUN B COOTBETCTBMM C MYHKTOM
2.42 VHCTpYKUUK.

5.32. CsefieHnsa 0 pesonoummn (UCNOSMHWUTENb, COLEPXAaHWE MOPYYEeHUs, CPOK WCMOSTHEHWSA)
cneunanmuctom Cnyxb6bl genonpoussofctea BHocATca B SPK C3[, nocfie Yero UCNONHUTENU
nonyyarT AO0CTYN K 3/1eKTPOHHOMY AOKYMEHTY WM 3/1IeKTPOHHOW KONUU [OKYMEHTa, ecnu
OOKYMEHT NMOCTYNW/ Ha 6YMaXXHOM HOCUTeNe.

5.33. J0OKyMeHTbl, NMocTynarmuime Ha 6yMax HOM HOCUTENeE, Mocne UX perncrpaunn, BKIYEHNs
B C3J[ B BMAE 3NEKTPOHHbIX KOMWA W pPacCMOTPeHUA PYKOBOLCTBOM repefalwTcs B
COOTBETCTBYIOLLNE CTPYKTYPHbIE MoApasfefieHUs Ha WCNOSIHEHWe WX MOMELLATCA B [eno B
Cnyx6e fenonpon3BoLCTBa B COOTBETCTBUM C HOMEHK/IATYpOI e opraHm3auum.

Ana ukcauumn akta nepefayv BXOAAWMX AOKYMEHTOB M UX KOMWIA Ha 6YMaXHOM HocuTene
NCNOMIHUTENAM B CTPYKTYPHble MNoApasfeneHns MOryT WCMoJib30BaTbCA XYPHasbl (peecTpsbl)
nepegayn LOKYMeHTOB.

5.34. Tlpn OGYMaXHOM J[OKYMEHTO060poTe MNOA/MHHUKUA BXOAAWUX LOKYMEHTOB, B Cllyyae
Ha3HaYeHWs  HEeCKONIbKUX  WCMONHUTeNeld nepejarwdTcd  OTBETCTBEHHOMY  UCMONHUTENIO,
ocTafibHbIM ucnonHutenam Cnyxba fenonpon3BofCTBa NepefaeT Konumn AOKyMeHTa.

5.35. WVcxogdwme [OKYMEHTbl, 3aBW3MPOBAHHbIE BCEMW 3auWHTepecoBaHHbIMW nuuamu u
NOAMNMWCaHHbIE PYKOBOAWUTENIEM WAN WHBLIM YMOMHOMOYEHHbLIM MM JIMLLOM, PErucTpupyroTca B
Cnyx6e fenonpon3BoACTBa OpraHu3auuu.

5.36. Peructpaumsa umcxofdawimx [AOKYMEHTOB OCYLLECTB/IAETCA B [AE€Hb MOAMUCAHUA WAN Ha
cnefyrowmnii paboyumnii geHb, ecnm AOKYMEHTbl OblM MognucaHbl B KOHUE paboyero fHA WM B
Hepabouee BpeMs.

5.37. lMepep peruncTpaumnert ncxogawmx AoKymeHToB Cnyxxba [enonpon3BoAcTBa npoBepseT
NpaBUbHOCTb 0OPMIEHNSA LOKYMEHTOB (B TOM YMCNEe Hannmyue NOAMNUCENA, BM3, NPaBUIbHOCTb
HanucaHuMa afpecoB), a TaKXe YKasaHHbIX B MWCXOAAWMX [AOKYMEHTaxX MPUIOXKEHUNA,
COOTBETCTBME KOJIMYECTBA 3K3EeMMNAPOB KOMMYEeCTBY afpecaToB MO YKaszaTeNo pacChlfiKu,
Hannmume OTMETKU 06 UCMNONHUTENE.
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5.38. Mpwn perncTtpaymmn mucxogdwero nucbmMa B C3/[ ceefeHns 06 oTnpaBnsieMoOM LOKYMeHTe
(pukcupyrotcs B OPK, K KOTOPOi MNPUKPENnseTcs 3/eKTPOHHAs KOMus OTNpPaBAseMoro
LOKYMEHTA.

Ecnn OPK 6bina cosgaHa B C3J] npu nNoArotoBKe Npoekta AOKYMEHTa, TO MpW perncrpauuu
NCXOAALLEro LOKYMeHTa B Hee [00aBNAOTCA CBefleHMS O PerucrpaulMoHHOM HOMepe, farte
perucrTpauuun un apyrue csefeHuns o6 NCXoasaLleM JOKYMEHTe.

5.39. PerncTpaunoHHbIil HOMEpP UCXO0AALLEr0 AOKYMEHTA LO/MKEH COCTOATb M3 KOAOB (MHAEKCOB)
B COOTBETCTBUW C MPUMEHSAEMbIMU KnaccugumkaTopamn v nopsLKOBOro HoOMepa LOKYMeHTa B
npegenax KaneH4apHoOro roja.

[aTa peructpaumn n perucTpaLmoHHbIi HOMEP NPOCTaBMATCA HA OTNPAaB/AAEMOM LOKYMEHTE, a
TaKXKe Ha KOMWUU UCXOAALLero AOKYMEHTa, OCTalleincs B Jefie, B COOTBETCTBMM C MyHKTaMu
2.34,2.35 unHCTpyKUUWU.

5.40. WcxopAwmini  AOKYMEHT, MNOAMUCAHHbIA PYKOBOAWUTENIEM OpraHusaumm Wam  UHbIM
YMONHOMOYEHHbIM UM LO/HKHOCTHBLIM /INLOM, MEpPefaeTca Ha OTNpaBKy, KOMWA AOKYMeHTa Ha
O6yMaXKHOM HOCuTene ¢ BU3aMy NoMmeLLaeTcs B le/10 B COOTBETCTBUM C HOMEHKATypou fen.
ONEeKTPOHHbIE [LOKYMEHTbl M0Cne WX MNOAMNUCAHUA 3NMEKTPOHHOW MOANUCLID W OTNpPaBKK
ajpecaTy xpaHaTcs B 6a3e gaHHbIX CI/.

541. B 3aBUCMMOCTM OT coOfepXaHud W CPOYHOCTU [OKYMEHTbl, OTnpaBnsemble U3
opraHu3aumu, [OCTaBMATCA ajpecataM CpeAcTBaMWM MOYTOBON, (efbAberepckon CBA3N,
CMeLCcBA3M, KYpbepoM, 3KCMPEecc-noyton, a TakkKe MepefarTcs Mo KaHanaM 3/1eKTPOCBA3M
(hakcumnnbHasa cBa3b, Tenerpad), TenegoH, 3NeKTPOHHasa noyta, M40, C3M).

O6paboTKa KOppecrnoHAeHUWW Ans  OTNpaBKM MOYTOBON  CBSI3bIO  OCYLLECTBNAETCS B
COOTBETCTBMM C [1paBMnamMum oKasaHus ycyr noYToBoi cBA3mnio.

5.42. [OKYMeHTbl, He MWMelLlne agpecHon 4acTu, MNPUHMMAKOTCA Ha OTNpaBKy C
COMPOBOAUTENbHLIMU MUCbMaMy (32 WCK/IHOYEHWEM KOMWi pacnopsafuTeNbHbIX [OKYMEHTOB,
HanpasnseMbIX B NOABEAOMCTBEHHbIE OpraHun3aLmm).

HenpaBuibHO OQOpM/IeHHble LOKYMEHTbl W KOPPECMOHAEHUMA HECNy>XebHOro xapakrepa K
OTNpaBKe He MPUHUMAaKTCA U BO3BPALLLAKOTCA UCMOMHUTENIO.

[ OKYMeHTbI, mofnexauine OTnpaBKe, AO/DKHbI 06pabaTbiBaTbCA M OTNPABAATLCA B [EHb WX
NoANUcaHns 1 perncTpaLum Uan Ha cnefyroLmnin pabounii feHs.

5.43. [locbinka unu 3aMeHa paHee OTMPaBNEHHOro AOKYMeHTa OCYLLEeCTBAAETCA MO YyKasaHWIo
nvua, nognucaBLUero 4OKYMEHT.

5.44. TIpoxoX[eHWe BHYTPEHHUX [OKYMEHTOB Ha 3Tamax WX MOArOTOBKW W O(OpPMIeHUS
[LONKHO COOTBETCTBOBATbL MPOXOXAEHUIO UCXOAAWMX [OKYMEHTOB, a Ha 3Tane WCMOJIHeHUA -
BXOAALWMX LOKYMEHTOB.

5.45. MpoeKTbl pacnopsgnTebHbIX 4OKYMEHTOB (MPUKa30B, Pacrnops>XeHuid), NoArOTOB/IEHHbIX
4Na  nognucaHusa, rmnocne MOArOTOBKWM W COrnacoBaHMA C  3aMHTepPecoBaHHbLIMU  nLaMU
nepegatoTcsa B Cny0y Aenonpoun3BoACTBa A1 MPOBEPKY NMPaBUILHOCTU UX ODOPMIIEHNUSA.

5.46. [MpaBunbHO OQOPMNEHHbIEe MPUKa3bl, PacnopsHXKeHUs nepefardTca Ha MNOAMUCH
pyKOBOAMTEN0 OpraHn3aLum nam MHOMY YNnoSHOMOYEHHOMY UM NiULy.

5.47. MoAnucaHHble MPUKasbl, pacnopsXXeHNs N0 OCHOBHOMN [eATe/IbHOCTU PerucTpupyroTcs B
Cnyx6e fenonponssonctsad.

19 Mpuka3 MunHUCTepCTBa CBA3N U MAcCoBbIX KOMMYHUKauUnii Poccuiickoin degepaumn ot 31
2014 r. N 234 "O6 yTBepxfaeHMU TpaBu/ OKasaHUA YCAyr MO4YTOBOM CBA3M' (3aperucTpuMpoBaH B
MuHucTepcTBe OCTULMK Poccuiickoin degepaunn 26 aekabps 2014 r., peructpaymoHHbiil N 35442), ¢
N3MEHEHUAMMW, BHECEHHbLIMW NPUKa30M MUHUCTePCTBA CBA3M U MacCOBbIX KOMMYHUKauuii PoccuincKol
degepaumn ot 13 depansd 2018 r. N 61 "O BHeCeHWM U3MeHeHWIT B NpuKa3 MUMHUCTepPCTBa CBSA3N U
MaccoBbIX KOMMYyHWKauuii Poccuiickoin degepaummn oT 31 umona 2014 r. N 234 "O6 yTBepXAeHUMU
MpaBun okasaHWsa ycayr no4ToBOW cBA3NU™ (3aperncTpupoBaH B MUHUCTepCTBE OCTULMKU Poccniickoi
depepaumnm 28 mapTta 2018 r., perucTpaunoHHblii N 50545).

nnA


consultantplus://offline/ref=9E8B2215E856F5C40DA1F9A1C10AC82EF48E5DE770D225190EA63CC629CE1E06B358B02682D2AA0572E79F60B1580F4069C210029A012222u1dEJ
consultantplus://offline/ref=9E8B2215E856F5C40DA1F9A1C10AC82EF48E5DE770D225190EA63CC629CE1E06A158E82A80D5B40572F2C931F4u0d5J

36

Mpukasam, pacnops>KeHUsam Mo OCHOBHOWM [eATeNbHOCTU NpucBanmBatoTCA MOPALAKOBbIe HOMepa
(Mo Kaxpgolh rpynne AOKYMEHTOB OTAeNIbHO) B npejenax KaneHgapHoro roga. MopsakoBbli
HOMEpP LOKYMEeHTa MOXET JOMONHATLCA OYKBEHHBIM WY LU(PPOBLIM UHAEKCOM, 0603HaYarOLW UM
NPUHAaANEeXHOCTb AOKYMeHTa COOTBETCTBYHOLLEN rpynne JOKYMEHTOB.

CBefleHVss 0 pPerucTpupyemMbiX Mnpukasax, pacnopsxeHmax BHocatca B C3[ wanm B uMHble
pPerncTpaunoHHO-y4YeTHbIE (POPMbI Ha OYMaXXHOM HOCUTeNe WAM B 3NeKTPOHHOIW (opme B
COOTBETCTBUW C MYHKTOM 5.54 MHCTPYKLUUN.

5.48. TTOANIMHHMKN NMPUKA30B (PacnopsXeHUin) No MecTy UX perncrpauumn GopmupyroTca B fena
B COOTBETCTBMM C HOMEHKIATypoil Aen opraHusaymm B COOTBETCTBUM C NYHKTOM 8.20
NHCTPYKLUN.

Konun nprkasoB, pacrnopsXXeHUin paccbiiatoTCAd WCMONHUTENSAM W WHbIM 3aMHTepecOoBaHHbIM
nMUaM B 3M1eKTPOHHOW (opMe uaM Ha OyMaxHOM HOCUTe/Sle B COOTBETCTBUM C yKasaTesieM
paccblfiku.

Konun npukasoB, pacnopsHKeHuin, paccblnaembie Ha OYMaKHOM HOCUTeNe, 3aBepsloTCA B
COOTBETCTBUW C MYHKTOM 2.51 MHCTPYKLUUN.

5.49. TlpoToKONbl 3acefaHuin, COBeLLaHWiA, NPOBOAMMbIX PYKOBOACTBOM OpraHu3auuu,
peructpupytotcd B Cnyxbe [Lenonpou3BOACTBA WAM  CEKPeTapsAMU  COOTBETCTBYHOLLUNX
PYKOBOAUTENEN.

MpOTOKONbl 3acefaHuii, COBeWaHWii, MNPOBOAUMBIX KONMernanbHbiMK (CoBewaTelbHbIMK)
opraHamu, KOMUCCUAMU UM B CTPYKTYPHBIX MOAPa3LeNeHnaX opraHmsanmnm, perucTpmupyroTcsa B
nofpasfeneHnsax, OTBETCTBEHHbIX 3a OpraHu3aunio 1 nposegeHne meponpuatma. Konumn Taknx
MPOTOKO/MI0B TOTOBATCA K PacCbliKe W paccblnalTcqd CTPYKTYPHbIM  nogpasgeneHnem,
OTBETCTBEHHbLIM 32 OpraH13aunio 1 NpPoBefeHne MeponpuaTus.

5.50. lNMpoTokonam npuceamBalTCA MOPALKOBbIE HOMepa B npejenax KafeH4apHoOro roga wam
nepuofga paboTbl BpeMeHHONW paboyeil rpynnbl (KOMUCCUM) MO KaXAOM rpynne MpoOTOKO/OB
OTAe/IbHO.

MOANVMHHUKM NPOTOKO/IOB MO MECTY MX perncrpauuy OpMuUpyrTCA B [ena no HOMeHKnartype
[en opraHusauunmn B COOTBETCTBUN C MYHKTOM 8.20 MHCTPYKLMN.

5.51. BHYTpeHHNe [OKYMEHTbl Ha UMS PYKOBOAWTENS APYroro CTPYKTYPHOro nofpasfefnieHus
pernctpupytotcas B C34 wnm (npum otcytcTeum C3LO wAmM  OTCYTCTBUM BO3MOXHOCTU
3aperncTpupoBaTb BHYTPEHHWI [OKYMeHT B CO3[]) peructpupyrotca B NogpasgeneHunu,
CO34aBLIMM [JOKYMEHT. 3aperucTpupoBaHHbIi [JOKYMEHT nepefaeTcs HENoCPefiCTBEHHO B
noapasjeneHue - agpecart, B KOTOPOM MOBTOPHO HE PErucTpupyeTcs.

5.52. Mpun BkMwouveHnun B CIOM BXOAAWMX [LOKYMEHTOB, WX Perncrpauum, pacCMOTPEHUN U
ncrnonHeHnn B PK BHOCATCA CrefyroLme cBeeHns o ,qOKylvleHTeZl:

a) HaMeHOBaHMWe opraHm3aLum (KOppecnoHAeHTa);

6) agpecar;

B) HAUMEHOBaHWe BUAa AOKYMEHTa;

r) fata nocTynuBLLIEro JOKYMEHTE,;

[) perncTpaLmoHHbIi HOMEP MOCTYNUBLLETO AOKYMEHTA;

e) LO/KHOCTb, (haMUAna U MHULWaNbI LA, NOAMMCABLUIEro LOKYMEHT;

X) faTa nocTyn/ieHNs JOKYMEHTa,;

3) BXOAAWMIA perncTpaunoHHbI HOMeEp;

1) 3aroN0BOK K TEKCTY (KpaTKoe cofep)aHue JOKYMEHTA);

K) KONIMYeCcTBO INCTOB OCHOBHOTO JOKYMEHTa;

Nn) OTMEeTKa O TMPUI0XKEHUN (KO/IMYECTBO NPUIOXKEHUI, o6Lee KO/MIMYeCTBO /IMCTOB
MPUNOXEHNIA);

DIMoaroToBKa NPUKa3oB No IMYHOMY COCTaBy K MOAMNUCAHWIO PyKOBOAVTENEM U UX PEFUCTPALMS OCYLLIECTBASIOTCS
MoApasfeneHeM o yrnpas/ieHUo NepcoHasiom.

21 YKasaHHbI cocTaB CBefieHWi, BKoUaeMbIix B C3/, Npy perucTpaumum 1 B Xofe PacCMOTPEHNS! U UCMOSTHEHUS
BXOASLLMX M UCXOASLLMX JOKYMEHTOB, 0653aTeseH Ana opraHusaumii - ydactHukoB M30.
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M) CBEAEeHMA O CBA3AHHbIX [OKYMeHTax (HaumMeHOBaHWe Buga [OKyMeHTa, [JaTa,
pPerucTpaLnoHHbI HOMEpP, TUN CBA3N);

H) pesonouma (MCMONHUTENL (MCMONMHWUTENM), MNOPYyYeHue, [O/MKHOCTHOE /MU0, [JaBsluee
nopyyeHue, aTa);

0) CPOK WCMO/IHEHUA AOKYMEHTa;

n) UHAEKC Aena no HOMeHKNatype fen;

p) CBefleHUs 0 nepeagpecayun LOKYMEHTE;

C) OTMeTKa 0 KOHTPOe;

T) rpU@ orpaHnyYeHns JocTyna K JOKYMEHTY;

y) cBefeHUs 06 31eKTPOHHOI MOANUCH;

) pesynbTaT MPOBEPK 3NEKTPOHHOI NOAMUCUZ.

5.53. Mpwn BkAYeHUn B CO[ ucxofawmx goKymeHToB B SPK BHOCATCA CliefyloLine CBefeHUs
0 JOKYMEHTE:

a) agpecar;

6) LOMKHOCTb, PaMUINSa N HULKMANBI N1La, NOANUCABLLEro AOKYMEHT;

B) HAUMEHOBaHWe BUAa JOKYMEHTa;

r gata AOKYMEHTa;

[) perucTpaynoHHbIi HOMep LOKYMEHTA;

€) 3arofloBOK K TeKCTY (KpaTKoe cofep)XaHue [OKYMEHTA);

X) CBefleHMA 0 CBA3AHHbIX [OKyMeHTax (HaMMeHOBaHWe BuAa [OKYMeHTa, JaTa,
perncTpauroHHbIA HOMEp, TUMN CBA3N);

3) KONIMYeCTBO /INCTOB OCHOBHOTO AOKYMEHTa;

1) NHAEKC fAena no HOMeHKnatype gen;

K) OTMeTKa 0 nNpuioXeHUn (KOAUYECTBO MPUNOXKEHMUA, 0O6Llee KOINYECTBO JINCTOB
MPUNOXEHNIA);

N) TPUE OrpaHUYeHna JOCTyMNa K JOKYMEHTY;

M) nogpasfefieHne - OTBETCTBEHHbIN NCMONHUTENb JOKYMEHTA,;

H) cBeAeHUst 06 3M1eKTPOHHOI NOAMKUCH.

5.54. Mpu BkntoveHnn B C3[] BHYTPeHHUX AOKYMeHTOB B OPK BHOCATCA cnefyroLmne ceefeHns
0 AOKyMeHTe?:

a) HaMMeHoBaHue rnoapasgeneHuns, NOAroTOBMBLLETO MPOEKT LOKYMEHTE;

6) HaumeHoBaHWe BUa LOKYMEHTa,;

B) Aata AOKYMEHTa;

) perncTpaymMoHHbI HOMEP LOKYMEHTa;

4) LO/MKHOCTb, (PamMunang v UHULManbl 1iua, NOAMUCAaBLUET0 AOKYMEHT;

€) CBefleHWas O CBA3AHHbIX [OKyMeHTax (HaMMeHOBaHMe BMWAa [OKYMeHTa, pjara,
perncTpauroHHbIA HOMEp, TUMN CBA3N);

) 3aro/ioBOK K TEKCTY (KpaTKoe cofepXXaHue OKYMeHTa);

3) OTMeTKa O [MpuaoXeHun (KOMIMYecTBO MPU/IOXEHWA, obliee KOIMYeCTBO JINCTOB
MPUNOXEHNIA);

1) NHAEKC fena rno HOMeHKNaType fen;

K) yKa3aH1s no WCMOJIHEHWIO LOKYMeHTa (MCNOMHUTeNb, MOPYYEHMe, faTa UCTMOJTHEHNA);

N1) OTMeTKa 0 KOHTpPOJIE;

M) TpUd orpaHnYeHns LOCTYNa K LOKYMEHTY;

H) nogpasgeneHne (JO/MKHOCTHOE NMLO) - WCNOMHWUTENb (OTBETCTBEHHbIN WCNOMHUTENb)
[AOKYMeHTa.

2BkntovatoTest B C3/, ecnm NocTyNMBLLMIA JOKYMEHT MOAMMCAH YCUNEHHOW 3/1eKTPOHHOI NOAMUCHIO.

2 CocTaB CBeleHMiA, BHOCMMBIX B C3[], NP1 pPerncTpaLmy BHyTPEHHNX JOKYMEHTOB, 3aBUCUT OT BuAa
PErUCTPUPYEMOTO JOKYMEHTA.
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LOnoNHNTENbHO K YKa3aHHbIM CBEAEHUAM O BXOAALMX, NCXOAALLMX N BHYTPEHHUX AOKYMEHTax
B OPK C3/] MOryT BHOCUTBLCH MHbIE CBEAEHUSA.

555. YyeT KonmyecTBa [OKYMEHTOB, MOCTYMUBLUMX, CO34aHHbIX, OTMPaBiEHHbIX 3a
ONpefeneHHbIi Nepuog BPeMEHW, MOXET MpPOBOAMTLCA MO OpraHusauymm B LEAOM, Mo
OTAENbHbIM CTPYKTYPHbIM MOApa3feneHuam, no rpynnam AOKYMEHTOB, KOpPpecnoHAeHTam,
DEeNCTBUAM, NPOU3BEAEHHbIM C AOKYMEHTaMu, W APYrMM napameTpam, Heo6XoauMbIM ANs
aHanun3a paboTbl C LJOKYMEHTaMu B LeNAX ee COBEpPLUEHCTBOBAaHMSA.

556. lpu ydyeTe o06bEMA [OKYMEHTO060pOTA MNOACYUTHLIBAETCA KOMMYECTBO [AOKYMEHTOB
BbIJE/IEHHOW Trpynnbl. Y4yeT Konu4yecTBa [OKYMEHTOB MPOBOAMTCA MO AaHHbIM  C3[,
perncTpaLnoHHO-YUYEeTHbIX XXYPHA/IOB U KapTOTeK.

5.57. 3a eguHuMLy yyeTa KONMYecTBa AOKYMEHTOB MPUHMMAaeTCs eAMHCTBEHHbIN 3K3eMnasp
JOKYMeHTa (MOANMHHWUK WX KONUS, €ClM KOMUS - eAUHCTBEHHbIN 3K3emnasp AOKYMeHTa B
opraHusaumm, Hanpumep, KOMMSA MCXOAALLEro nucbma) 6e3 ydyeta KOMWUIA, CO34aBaeMbiX MNpu
neyaTun M KonNumpoBaHUU (TUpaxnposaHUM). Konuu JOKYMEHTOB MNMpY HEOO6XOAUMOCTWU aHansa
YUUTbLIBAKOTCS OTAE/bHO.

5.58. PesynbTaThl yyeTa 06bemMa JOKYMEHTOOO0OpOTa B OpraHm3auuuM exerogHo o6o6LaroTcs
Cny>60in [enonpou3BOACTBa M MPEeLCTaBAATCA PYKOBOACTBY B BMAE OT4YeTa 06 06beme
AOKYMeHTO060pOTa 3a rog.

VI. KOHTpo/ib UCNOMHEHNSA LOKYMEHTOB (MOpyYeHnin)

6.1. KOHTPO/Mb UCNOJIHEHUA [AOKYMEHTOB (MOPYYeHWUN) BeETCA B LeNIAX UX CBOEBPEMEHHOIO U
KayeCTBEHHOr0 UCMNOJIHEHNUSA.

6.2. KOHTpO/Ib NCMONHEHUS JOKYMEHTOB (MOpPYyYeHunin) BeaeTcs:

PYKOBOAWUTENIEM WAWN WHLIM [LO/MKHOCTHBIM JIMLOM OpraHu3auumM - UCMOSIHEHUSA [OKYMEHTOB
(mopy4eHnin) no cyuwecTsy;

Cnyx60li [enonponsBoAcTBa OpraHM3auuM W OTBETCTBEHHbIMW 3a [eNonpou3BOACTBO B
CTPYKTYPHbIX NOApa3feneHnsax - CPOKOB UCMOMHEHNUSA LOKYMEHTOB (MOPYYEHUA).

B Cnyx6e fenonpon3BofCTBa LEHTPa/IM30BaHHOMY KOHTPOJIKO MOAJIeXarT 3apermcTpupoBaHHble
OOKYMEHTbBI C OTMeTKOM 0 KOHTpone ("KoHTponb"), NpocTaBnsgemMoi B COOTBETCTBMU C MYHKTOM
2.53 WHCTPYKUUKN, a B CTPYKTYPHbIX MOAPa3Le/ieHnaxX opraHu3aumm - Bce 3aperncTpupoBaHHbIe
OOKYMEHTbBI, TPeOyoLLMe UCMOJTHEHWS.

6.3. PacnopsguTtenbHble AOKYMEHTbI, MPOTOKONbI 3acefaHnini (coBewaHuii), cogepkalyme
MOPYYeHUss C KOHKPETHbIMW CPOKamu WCMOSIHEHUSA, CTaBATCA Ha KOHTPOJib MO KaXLOMY
MOPYYEHUIO OTAENbHO.

6.4. KOHTpO/Ib CPOKOB MUCMOMIHEHWUA AOKYMEHTOB (MOPYYeHUiA) BKIKOYAET B Cebs:

NMOCTAHOBKY AOKYMEHTOB (MOPYYEHWUIA) HA KOHTPO/Ib;

NPOBEPKY CBOEBPEMEHHOCTU [OBEAEHUSA JOKYMEHTOB (MOPYYEHWIA) A0 UCMONHUTENE;
npeaBapuTeNbHYI0 NPOBEPKY W PerynupoBaHme xona UCMONHeHUS 4OKYMEHTOB (MopyyYeHuit);
CHATWE C KOHTPONA LOKYMEHTOB (NOPYYeHUit);

yueT, 0606LLeHNe N aHaNN3 pe3yibTaToB X0a UCMONHEHUS JOKYMEHTOB (MOpyYeHunin);
MH(OPMUPOBaHNE PYKOBOAUTENE O XO4e UCNONHEHUSA AOKYMEHTOB (MOPYYEHWU) U COCTOAHUN
NCNONHUTENIbCKOW ANCLUNINHBI.

6.5. CPOKMN UCNONHEHUSA JOKYMEHTOB (MOPYYEHWIA) MCUHUCNAOTCA B KaneHAapHbIX LHAX.

Ecnu nocnefHuin feHb CpoKa UCMONHEHUA LOKYMeHTa (MOpyYeHuUs) NMPUXOAUTCH Ha Hepabouunii
[€Hb, TO AOKYMEHT NOANMEXUT UCNOMHEHNIO B 6AMKANLLINA Cnefyroumnini 3a HAM paboynii feHb.
[ata wucnonHeHus p[oOKymeHTa (nopyyeHus) dukcupyetca B OPK C3[ wunm  wnHon
PerucTpaLuoHHO-y4YeTHON (opMe, MCNOMb3yeMOl AN OTCMEeXUBAHUA CPOKOB WCMNOJIHEHUS
LOKyMeHTa (nopyyeHus).

CpoKM MCNOJIHEHUA [LOKYMEHTOB (MOPYyYeHWin) ycTaHaBNMBAKOTCA PYKOBOAWUTENEM, UCXOAA W3
CpOKa, YCTaHOB/IEHHOr0 OpraHu3aluen, HarnpaBuBLUEe JOKYMEHT, UM CPOKOB, YCTAHOB/IEHHbIX
3aKOHOAaTeNnLCTBOM Poccuiickoin depepaunu.
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6.6. lokymeHTbl (NOpyYeHUs) NOANEXAT UCNOTHEHNIO B CNeAYHOL e CPOKMK:

C KOHKPeTHOW [aTO UCNONHEHUS - B YKA3aHHbIV CPOK;

6€e3 yKasaHNs KOHKPETHOI faTbl UCNOMIHEHMA, UMeloL e B TEKCTe MOMeTKY "BecbMa CpoYHO" - B
TeYeHMe OAHOro AHA, "CPOYHO" - B 3-4HEBHbIA CpOK; "onepaTuBHO" - B 10-AHEBHbLIA CpPOK;
oCTa/ibHble - B CPOK He 6onee 30 gHel;

no napnaMeHTCKMM 3anpocam - He no3gHee Yyem yepe3 15 gHel Co AHSA NONYYEHWUS;

no 3anpocam 4yneHoB CoeTa Pepepauumn, aenytatoB ocyaapcTBeHHON Aymbl (genyTaTckomy
3anpocy) He no3gHee Yem yepes 30 AHENR CO AHA NOMYYEHUS.

Mo MeXXBELOMCTBEHHbIM 3anpocam O NPeAcTaB/ieHNN JOKYMEHTOB U (UN) MHOPMaLUN B LeNifxX
NpefocTaB/ieHNs TOCYAApCTBEHHbIX W MYHUUMMaNbHbIX ycnyr - 5 pabounmx [AHeid CO [HA
NnosyyYeHUs 3anpoca, ecnn 3aKoHoAaTeNbCTBOM Poccuiickoii ®epepaunn He YCTaHOBJIEH WHOIA
CPOK;

no obpauieHnsM rpaxaaH - 30 fHel co gHA perucTpauun.

6.7. TIpMOCTaHOBUTL UCNONIHEHWE KOHTPO/IbHOTrO AOKYMeHTa (MOopyyeHus), a TakKe OTMeHUTb
ero MOXeT PyKOBOAUTe b, NOAMMUCABLUWIA LOKYMEHT UM LaBLWIMNIA NopyyeHUe (yKasaHue).

6.8. B UenAax CBOEBPEMEHHOr0 WUCMOJIHEHUA  [JOKYMEHTOB, MOpy4YeHWUi  (ykasaHuit),
MOCTaB/IEHHbIX Ha KOHTPO/b, paboTHUK Cnyx6bl [enonpon3BOACTBA, OTBETCTBEHHbLIN 3a
BeAleHWe KOHTPO/A WCMOJIHEHUS [OKYMEHTOB, TMPOBEPSAET CBOEBPEMEHHOCTb [0BeAeHund
LOKyMeHTa (nopyyeHus) L0 UCMONHUTENS.

6.9. EcnM CpOK WCMONMHEHMA [OKyMeHTa (NMOpyYeHus) MNpeBblaeT OAWH MecAl, B Lensax
obecrneyeHnss  CBOEBPEMEHHOrO  WCMOJIHEHUS  [OKyMeHTa  (MOpy4YeHus)  MNpPOBOAUTCA
npeaBapuUTeNibHblli  KOHTPOAb W HANOMWHAHWUSA  WUCMONHUTENAM O NPUBAVKEHUN CPOKOB
NCMONHEHUS OKYMEHTOB (MOpyYeHuit).

6.10. MpefBapnTeNbHbIA KOHTPONbL OCYLLECTBNSETCA B C/IEAYHOLWEM NOPSAAKE:

[LOKYMEHTOB (MOpYYeHUIA) NocnefyroLmnX neT - He pexe OLHOr0 pasa B roj;

LOKYMEHTOB (MOpYyYeHUin) Mnocnefylouinx MecsiLeB TEKYLLero roga - He pexe OAHOro pasa B
mecsl,;

AOKYMEHTOB (MOPYYEeHUn) TeKyLero Mecsaua - 3a 5 Hel L0 UCTeYeHUs CPoKa UCMOMHEHUS.

6.11. HanoMmuHaHWe WCMOJIHUTENAM O MNPUOGIVKEHUN CPOKOB WCMOMHEHUA [OKYMEHTOB
(Mopy4eHnin) MOXET OCYLLEeCTBASATLCA B aBTOMATMUYECKOM pexume nocpeactsom C3/.
HanomuHaHus ucnofHWTENAM, a TakKXe uHpopmauusa 06 WCMONHEHWW  [JOKYMEHTOB
(mopyyeHwnid), nony4vyeHHas OT wcnonHuTenel, Qukcupytotcs B 3PK C3JL, MAM  MHbIX
PErncTpaLoHHO-yYETHbIX (DOPMax, WCMOJb3yemMbiX [AfI1 KOHTPOMSA WCMOSHEHUS [LOKYMEHTOB
(mopyuyeHuin).

6.12. Tlpn Heob6XO4MMOCTM U3MEHEHMA CpOKa WCMOJIHEHUS [OKYMeHTa (nopyyeHus)
OTBETCTBEHHbI/ UCNONHUTENb 0043aH NPeACTaBUTbL Ha UMSA PYKOBOAWUTENSA, AaBLUEro NopyyveHue,
060CHOBaHMe (CNyXebHY 3anucky) 0 NPOAJIEHUN CPOKa C YKaszaHWeM NPUYUH MPOSNEHUA U
[aTbl UCMOJTHEHUA.

O60CHOBaHMEe TMPOAJIEHNS CPOKA WCMONHEHMA [OKYMeHTa (MOpyyeHus) [AO/MKHO 6bITb
Hanpas/ieHO COOTBETCTBYHLEMY PYKOBOAUTENO HE MO3JHee, YeM MO UCTEYEHUN ABYX TPETbUX
CPOKa MCMONIHEHNA JOKYMEHTa (nopyyeHus).

O6 W3MEHeHMM CcpoKa WCMNOMHEHWUA [AOKYMeHTa (NMOpPYYeHWs) OTBETCTBEHHbIA WCMONHUTENb
nHdopmupyeT Cnyx6y senonpoussogcteal.

6.13. JJOKYMeHT (MOpy4yeHWe) CUYUTAETCA WCMO/IHEHHbLIM, ECNM TMPUHATbI  PELEeHns Mo
MocTaB/IeHHbIM BOMPOCaM, MOATOTOB/IEHbI COOTBETCTBYHOLLME AJOKYMEHTHI, HanpaB/ieHa crpaBKa
06 MCNOMIHEHWM B COOTBETCTBYIOLLME OpraHbl Bnactu (opraHus3auuu) WAM JaH OTBET o
CYLLECTBY 3aMHTEPECOBAHHbIM NNLAM.

PelweHne 06 MCMONHEHUN AOKYMeHTa (MOpPy4YeHUs) NpUHMMaeT PYKOBOAWTE/Nb, MOCTaBUBLLWIA
OOKYMEHT  (NOpy4vyeHME) Ha KOHTPOAb, C ob6a3aTefibHbIM  MHpOpMUpoBaHuemM  CnyxXo6bl
[enonpon3BoACTBa OpraHm3aLmu.

24 AHa/IOTMYHBLIM 06Pa30M MOTYT GbITb BHECEHBI M3MEHEHUS B COCTAB MCMO/IHUTENEN JOKYMeHTa (MopyyeHust) ¢
06s13aTe/IbHbIM UH(hopMMpPOBaHUeM CyxK6bl [e/T0NPon3BoOACTBA.
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Ha MCMONHEHHOM [OKYMeHTe MpoCTaB/isieTCAd OTMETKA O HanpaB/ieHUW [OKYMeHTa B [efio B
COOTBETCTBMU C NMYHKTOM 2.54 WHCTPYKUWUWN, CBELEHUA 06 UCMOMHEHUN LOKYMeHTa (MopyyeHuns)
BHOocATCA B OPK CO3J] unaM WHYK pPeructpauyMoHHO-YYeTHYH (OopMy, MCMO/b3yemMyro A/id
KOHTPO/IA UCTOTHEHUS.

6.14. JokymeHTbl (NOPyYeHUs), He CHATble C KOHTPONSA, a TakXKe LOKYMEeHTbl (NOpyYeHUs), Cpok
NCMOJIHEHNA KOTOPbLIX He NMPOAJIEH, CHUTAKOTCA HEUCTONHEHHBIMMU.

6.15. Cnyxb6a [enonpou3BOACTBa OpraHu3auuMM aHanu3mpyeT COCTOAHWE W Pe3ynbTarhl
NCMONHEHUS JOKYMEHTOB (MOPYYEHWUI) N COCTOSHUE UCMONHUTENIbCKOW ANCLUMNIINHDI:

B MOpALKe nNpeABapuUTENIbHOrO KOHTPONSA HanpasfseT B CTPYKTYpPHble MoApasfeneHuns
OopraHu3auum HarnoMWHAaHWA O LOKYMEHTax, CPOKW MCMOSIHEHUSA KOTOPbIX ucTekawT (3a 3 - 5
[AHEeNn 10 OKOHYaHWA CPOKa UCMOTHEHUSA [JOKYMEHTA);

pa3 B MeCAl W MO OKOHYaHUM Troja PYKOBOAWTENO OpraHv3auum u pPYKOBOAUTENAM
CTPYKTYPHbIX NoApasjeneHnii Hanpae/iseT 0TYETbl O KO/IMYECTBE JOKYMEHTOB, UCMO/HEHHbIX B
CPOK, WCMOJIHEHHbIX C MPOAJ/IEHNEM CPOKA WCMOJIHEHWA, HE WCMOJIHEHHbIX, HaXOAALIMXCHA Ha
WCMOJIHEHNUN N0 oOpraHusauuMy B LENOM, N0 CTPYKTYPHbIM MoApasfenieHnaM u, npu
HeobX0AMMOCTH, - N0 OTAE/IbHbIM UCMOJTHUTENAM.

VII. OpraHusauus paboTbl UCMONHUTENA C LJOKYMEHTamMM

7.1. NcnonHuTenb nonyyvaet AOKYMEHTbl Ha WCMO/IHEHME B [EHb WX PACCMOTPEHUA WM Ha
cnepywowuii paboynin feHb B COOTBETCTBMM C PEe30/IOLMAMU PYKOBOACTBA OpraHu3auun u
pykoBoauTens  nogpasgeneHus.  CpoyHble  [OKYMEHTbl  MepejalTcs  WCMOMHUTENO
HesaMme[nTeNbHO.

7.2. 1oKyMeHTbI, nocTynaroLime B CTPYKTYPHOe nofpasgeneHue ¢ pe3oniounaMmn pyKoBoacTea,
nepejaroTcsd PyKOBOAMTENO nogpasfeneHuns. Ecnm SOKYMeHT, NOCTYMNUBLUWIA Ha UCNONHEHWe B
nofpasfeneHne, He MVMeeT OTHOWEHNA K KOMMETEHUWUW MoApa3feneHuns, pPyKOBOAUTENb
nojpasfenieHns B TOT XXe [leHb WX Ha Cnefyrownin pabounini geHb Bo3spalyaet ero B Cnyxoy
[enonpon3BoACTBa ANA PeLleHnsa BOnpoca O MepeHanpasfieHUn ero Ha MCMOJSIHEHWE B [pyroe
nogpasgeneHue (4pyroMy MUCMoONHUTENIO).

7.3. /IcnofHeHe AOKYMeHTa npegycmaTpuBaer:

c60p 1 aHanM3 Heo6XxoaMMON NHpOoPMaLNN;

MOArOTOBKY MPOeKTa JOKYMeHTa 1 ero OpOpM/IEHME;

cornacoBaHue NpoekTa JOKYMeHTa C 3auHTepecoBaHHbIMU NnLamu;

[0paboTKy MNpoeKkTa AOKYMEHTa MO 3aMeyaHWsaM, MONYYEeHHbIM B XO[Ee COr/fiacoBaHus u, npu
HeobX0AMMOCTH, - MOBTOPHOE COrnacoBaHue);

MOArOTOBKY cnucka (ykasatensd) pacCblfiKW [OKYMeHTa, eCnu AOKYMEHT afpecoBaH rpynne
opraHusayuii;

npefcTaB/ieHNe NPOeKTa AOKYMEHTa Ha NoAnuch (YTBEPXKAEHNE) PYKOBOACTBY;

MOArOTOBKY AOKYMEHTA K OTNpPaBKe v nepefayy Konuu LOKYMeHTa B [eNn025.

7.4. Tlpyn HanpasneHWM LOKYMEHTa HECKO/IbKUM WCMOJIHUTENIAM OTBETCTBEHHbLIM 3a NMOATOTOBKY
npoekTa [JOKYMEHTa $BAAeTCA WCMONHUTENb, YKa3aHHbIi B pPe3ontiouuMnm  MNepBbiM UK
0603Ha4YeHHbI B Pe30/HOLUN KaK OTBETCTBEHHbI UCMOMHUTENb.

7.5. OTBETCTBEHHbIN UCNONHUTE/b UMEET NPaBo faBaTb NOPYYEHUS OCTa/bHbIM UCMNOHUTENAM,
npoBoAMTL pabouvie coBellaHWsA AN BbIpabOTKM COBMECTHOrO pelleHus. Bce wucnonHutenu B
paBHON CTeneHW OTBETCTBEHHbI 32 CBOEBPEMEHHOE U KaYeCTBEHHOE WCMOJIHEHWe MOpyYeHus u
npefcraB/fieHNe OTBETCTBEHHOMY WCMOMHUTENO B YCTAHOB/IEHHbIE MM CPOKW Heob6XO04UMbIX
maTepuanoB (MPOEKTOB LOKYMEHTOB, CNpaBoOK). VICMOMHUTENN He MMEKT npasa MNpefcTaBifaTb
MPOEKTbl [OKYMEHTOB PYKOBOAWUTE/NIO, [AaBLIEMY TMOPY4YeHWe, MWUHYSA OTBETCTBEHHOrO
NCMONMHUTENSA.

SBbinonHseTcs Cnyxx6oii 4enonponsBoacTea
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7.6. B cnyyae ovcytcTBMA uUCnonHUTeNns (KOMaHAMPOBKA, OTNYCK, 60Me3Hb) AOKYMEHT Mo
YKa3aHV0 PYKOBOAMTENdA nojpasfesnieHns nepefaetca APYromy UCMOMHUTENIO C 06A3aTeNbHbIM
coobuieHneM ero amunum Lenonpon3BOLUTENO MOAPA3LeNeHns ANS BHECEHUA U3MEHEHWU B
3PK pgokymeHTa B C3/[, Unun MHYKO perucTpaumMoHHO-YUYETHY0 (hopmy.

7.7. Mpn yBONbHEHUN WU Nepexode Ha APYroi yyacTok paboTbl COTPYAHUK 0653aH cpaaTtb
OOKYMEHTbI 1 [leNna pyKOBOAMTENO NoApasfesieHns Uan rno ero ykasaHuio BHOBb Ha3HauYeHHOMY
COTPYAHUKY (B Cnyyae HeOOXOAMMOCTH, - NO aKTy Mpuema-nepenayv, B KOTOPOM yKa3blBatOTCA
BUAbl [fen (3arofioBKM fen) W WX KO/IMYeCTBO W KOTOPbIA nojnucbiBaeTcs paboOTHUKOM,
nepefaslNM JOKYMEHTbI, ¥ PA6OTHUKOM, NMPUHABLLUM AOKYMEHTHI).

7.8. Pe3ynbTtatoM WCMONHEHUS [AOKYMeHTa fBNAeTCA MNPOeKT [AOKYMEHTa, MOArOTOB/IEHHbIN
ncrnonHutenem. NMpoekT JOKYMeHTa CO BCEMU HEOOXOAWMbIMU MPUNOXKEHUAMMN, HamnevaTaHHbIi
M O(OPM/IEHHbI B COOTBETCTBMM C NpaBuiaMu, YCTAHOBNEHHbIMU B pasfene 3 WHCTPYKUUH,
NCNOJIHATENb COr/lacoBbIBAET C 3aMHTEPECOBaHHbIMM MNOAPa3Ae/NIeHUns MU 1 uuamm u, npu
HeobxoAMMOCTH, C APYTUMU OpraHm3aunamm.

[OKYMeHTbI, npefHasHayeHHble A1 OTNPaBKW, OQOpPMAATCA Ha 6n1aHKe opraHusauum
YCTaHOB/IEHHOW opmbl. [ OTNpPaBKM [OKYMEHTOB, HE MWMEKLWMX aApecHoON 4vacTu,
COCTaB/ISIETCA COMPOBOAUTENIbHOE MUCLMO.

Ha [OKyMeHT, paccbinaemblii 6ofee 4em B 4YeTblpe ajpeca, MCNOMHWUTENb TFOTOBUT CMUCOK
paccbl/iku, OMpefenseT KONMYECTBO 3K3eMNnApoB [AOKYMeHTa W [Mocne perucrpayuu
obecneynBaeT U3roToBAEHNE HEOOXOAMMOTO KOMMYECTBA KOMUIA.

7.9. WcnonHnutenb (OTBETCTBEHHbIN WCNONHUTENb) OpraHuW3yeT cornacoBaHue (BU3MPOBaHUE)
NMpoeKkTa AOKYMEHTa CO BCEMW 3aMHTEPeCOBAHHbLIMU NNLAMU W MPOBOAMT f0PabOTKY NpoeKTa no
3aMeyaHMAM B COOTBETCTBUUN C NYHKTaMu 4.1 - 411 unHCTpyKUUW.

Mpu Hanuumy 60NMbLIOT0 KOAMYecTBa 3aMeYaHUin [0 npeAcTaBfeHUs [opabOTaHHOro NpoekTa
NOKYMeHTa Ha MNOAMWCb PYKOBOAUTENO  WUCMONHWUTENb  TFOTOBUT  CBOAKY 3aMeyaHui
(MpepnoXeHwuid), B KOTOPOI yKa3biBaeTCA: COAepXKaHue 3aMmevaHuns (NpeanodxXeHus), AOMXKHOCTb,
(hamunmsa nuua, AasBLEro 3amMeyvyaHue, NMPUHATO WN OTK/IOHEHO 3aMeyaHue (ecny 3ameyvyaHue
OTK/IOHEHO, - MPUYUHY OTK/IOHEHWUSA).

7.10. Mocne popaboTKM M MNOBTOPHOrO BU3WPOBaHWA (COrnacoBaHWA) MPOEKT AOKYMeHTa
nepefaetca Ha nognucaHue (yTeBepXpgeHue). [o npefcTaB/eHUs Ha MOAMNUCb WCMNOMHUTENb
npoBsepseT MpPaBUIbHOCTL O(OPM/IEHUSA [OKYMeHTa, MNpaBW/IbHOCTb O(MOPMIEHMA afpecara,
Hannmune HeoO6XOAMMBIX BWU3, MPUIOXKEHWUA, NPU HEOOXOLMMOCTU - CNPaBOK, MOACHUTE/bHbIX
3arncokK, pPasbACHANLWMNX COAepXKaHWe TMOArOTOB/IEHHbIX [OKYMEHTOB, /nucTa (ykasarens)
paccbIKu.

7.11. MojnucaHHbI [LOKYMEHT WCMOMHUTENb B COOTBETCTBUWU C MOPALKOM, YCTaHOBJ/IEHHbIM
WHAMBUAYANbHOW WHCTPYKLUMER No Lenonpon3BoACTBY, nepefaet A4NA peructpauum n oTnpaBKu
n/vnn BKNOYEHNS B Aeno.

B coOTBETCTBUM C HOMEHKNATYpOM AeNl WUCMONHUTENb OnpeenseT WHAEKC fena, B KOTOpoe
[0/DKEH ObITb BK/IIOYEH JOKYMEHT.

7.12. B xofe UCMOJSIHEHNA LOKYMEHTA UCMOMHUTENL UMEET NpaBo npejnaratb U3MEHeHne cpoka
WCMOJIHEHMA, €CNM OTCYTCTBYHT peasibHble YC/IOBUS WCMONHEHUA [LOKYMeHTa (nopyuyeHus),
fenaTb MOMETKM Ha [OKYMeHTe O BPEMeHW ero MOoCTYMJIeHWA, O Aartax MPOMEeXYTOYHOro
KOHTPONA, TeNne@OHHLIX W MUCbMEHHbIX 3anpocax, O fJaTte W pe3ynbTaTe OKOHYAaTEeNbHOro
NCMOJTHEHUA.

7.13. WcnonHuTteno He WMeeT npasa pasrnawartb CoAepXXaHuWe MOCTYMUBLUUX K HeMy
OOKYMEHTOB U MOATOTOB/IEHHBIX MPOEKTOB CNYXXeOHbIX [AOKYMEHTOB, C HUMW MOTyT 6bITb
03HaKOMJIeHbl TO/IbKO MLa, UMEIOLLME OTHOLLEHNE K UX UCTONHEHUIO.

VIII. ®opmumpoBaHune JOKYMeHTanbHOro oH4a opraHmsaymm

8.1. OnepaTMBHOE XpaHeHMe [OKYMEHTOB OpraHu3auuu Lo nepefaynm UX Ha XpaHeHWe B apXxuB
NN YHNUTOXXEHNE OCYLLECTB/IAGTCA B CTPYKTYPHbIX MOAPa3feneHnax opraHunsanmm.

8.2. B UendAx XpaHeHus, Noucka W WUCMNoNb30BaHWUA AOKYMEHTbl Ha OYMaXHOM HOCUTesNe K
3M1eKTPOHHbIE AOKYMeHTbl (DOPMUPYIOTCA B [ief1a B COOTBETCTBMM C HOMEHKNATYPO Aen.
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HomeHknatypa fen 3akpennser knaccupukauuio (rpynnuMpoBKy) UCMOSIHEHHbLIX AOKYMEHTOB B
fena (3NeKTPOHHble [fena), CUcTemaTv3auuilo W WMHAEKcauulo [ef, CPOKW UX XpaHeHus u
ABNAETCH OCHOBHbLIM YYETHbIM LOKYMEHTOM.

HomeHknatypa fen SBNAeTcA OCHOBOW A1 COCTaBNeHUS ONuUcel Aefl NOCTOSHHOI0, BPEMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHUs 1 No IMYHOMY COCTaBY, aKTOB O BbIE/IEHUN K YHUUTOXEHUIO
OOKYMEHTOB C UCTEKLLUMMU CPOKaMW XPaHEHWA, a TakxXe Ans yyeTa fefl BpeMeHHbIX (go 10 net
BK/IKOUUTE/IbHO) CPOKOB XpaHeHMus.

8.3. HomeHknatypa fen opraHusaumn COCTaB/ISETCA Ha OCHOBE W3yyeHUs cocTaBa W
cofepXaHus AOKYMEHTOB, 06pa3yloWxca B AeATENbHOCTM OpraHm3aumnmn, BKIKYas JOKYMEHTHI,
nocTynawlLne U3 pyrnx opraHusaymi.

8.4. Tpn cocTaBNEHMW HOMEHKNaTypbl Aen crefyeT PyKOBOACTBOBATLCA YCTABOM OpraHu3aunm,
MOSIOXKEHUAMUN O CTPYKTYPHbIX Nojpasfe/ieHnsax, WTaTHbIM pacnmcaHueM, nnaHamu u otyeTamm
0 paboTe opraHu3aunm, HOMEHKNATYPOI Aen 3a NpoLwefwmnii rog, NoKaibHbIMW HOPMATUBHbLIMY
aKTamMmy opraHusauuu, cofepXaliuMuy CBefleHUs 0 LOKYMeHTax, 06pa3yoLmnxcs B eATe/IbHOCTH
opraHusaumu, TWUMNOBBIMW W NPUMEPHbIMU HOMeEHKnatypamu gen (NpU UX  Hanmyum),
BEOMCTBEHHbIMW U TUNOBLIMMW NEPEYHAMM LOKYMEHTOB C YKa3aHMEM CPOKOB MX XPaHEHUS.

8.5. B HOMeHKNaTypy [fen BK/IOYAKTCA BCe [AOKYMEHTbl, OTpaxawlne [LeaTe/IbHOCTb
CTPYKTYPHbIX NoApasfeneHnin opraHusaumm M MNOCTOSSHHO MWW BPEMEHHO [AEACTBYHOLWMX
opraHoB (KOMWCCWIA, COBETOB, KOMUTETOB), B TOM 4YuCNe JOKYMEHTbl OFpaHWYeHHOro LocTyna,
perncTpaunoHHble N Y4YeTHble >XXYypHaNibl WU KapTOTeKW, B HEOOGXOAUMBIX Cay4vasax - Komnuu
LOKYMeHTOB26. [IOKYMeHTbI, CO3faHHble B 3/1IEKTPOHHOW (hOpMe, BK/HOYAKTCA B HOMEHKNATYpy
[efl Mo TEM XKe npasuiam, YTo U AOKYMEHTbI Ha ByMa>KHOM HOCUTENeE.

He BKNOYAKOTCA B HOMEHK/ATYPY [eN Nepuoguyeckue n3gaHunsa, KHuru, 6poLiopsi.

8.6. HomeHknaTypa gen opraHmsaumm (CBogHas) coctaBnsetca Cnyx6o0li Aenonpons3BoacTea Ha
OCHOBaHWM HOMeHKNaTyp fen CTPYKTYPHbIX MojpasfefieHnii no (opme, YCTaHOB/IEHHON
MpaBunamy XpaHeHUs, KOMMJIEKTOBAHMA, y4yeTa W UCMO/b30BaHUA [LOKYMEHTOB APXUBHOIO
(hoHaa Poccuiickoin ®egepaymm n pyrux apxXmBHbIX AOKYMEHTOB B OpraHax rocyfapCTBeHHOW
B/1aCTW, OpraHax MecTHOro camoynpasneHus, opraHunsaunax2/(ganee - NMpaesuna xpaHeHus).
CBofHas HOMeHKnaTypa fAen CcOoCTaBnseTca B MNOC/Me4HEM KBapTasie TeKylero rofga Ha
NPeACTOAWMNIA KaleH4apHbIi TOA.

8.7. HomeHknatypa pgen opraHusauuMm  nojnucbiBaetcs  pykosogutesnem  Cnyxobl
[enonpoun3BoACTBa, BU3NPYETCA PYKOBOAUTENEM apxusa (IMLOM, OTBETCTBEHHbLIM 3a apXuB),
COrNacoBbIBAETCA C LEeHTPanbHOW 3KCMEPTHOW  KOMUCCUER  (3KCMepTHOW  Komuccuei)
opraHu3auumn 1, ecnm opraHusaLmsa ABASETCA UCTOYHMKOM KOMMJIEKTOBAHWA rOCYyAapCTBEHHOIO
WM MYHMUMNANBHOTO apxmea, OAWMH pa3 B 5 JieT TMpPeAcTaBNfeTca Ha corjacoBaHue
COOTBETCTBYHOLLEN 3KCMepTHO-NPOBEPOYUYHOW KOMUcCHun YNO/THOMOYEHHOT0 opraHa
NCNONHUTENbHOW BnactM cybbekTa Poccuiickon Pegepaunm B 061acTU  apXMBHOTO Aena
(naneedlNK apXMBHOrO yupexpaeHua) WAW rocyfapCTBEHHOro (MyHMUMNAanbLHOro) apxuea B
COOTBETCTBMW C TMPELOCTAB/IEHHbIMW €My TMOJIHOMOYUAMU B TMNOPALKe, YCTaHOBJIEHHOM
Mpasunamm xpaHeHNAZS.

2 Konun [OKYMEHTOB BK/IHOHAKOTCSH B HOMEHKIATYPY AeN, eCn KONUs - eVNHCTBEHHbIA 3K3eMnasp AOKYMeHTa B
opraHmsaumu, a Takke, eciv Kornmn Heobxoaumbl 415 opraHn3aummn 4eaTeNlbHOCTW NoApasfe/ieHns.
Z'MpwunoxeHne N 25 K MpaBuiam XpaHeHUs,, KOMIIEKTOBaHWS, ydeTa U 1UCNosb30BaHWA JOKYMEHTOB APXMBHOMO
thoHza Poccwniickoii defepauym 1 Apyrux apXmBHbIX JOKYMEHTOB B OpraHax rocyfapcTBEHHOM BacTy, opraHax
MeCTHOro camoynpaB/ieHVsl, OpraHu3aLusx, yTBepXaeHHbIM NpUKa3oM MUHUCTepCcTBa KybTypbl Poccuinckoii
Ddepepaumm oT 31.03.2015 N 526 (3apernctpmpoBaH B MnHUCTEPCTBE tocTuLMmn Poccniickoii defepaumm 7
ceHTA6ps 2015 r., pernctpauymnoHHblin N 38830) (ganee - MNMpaBwnia XpaHeHNsT)

BIyHKT 4.8. MNpaBw/ XpaHeHWs.
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HomeHknatypa pfen, cornacosaHHas 3IMK apxXvMBHOI0o yupexfeHua WM rocyAapCTBEHHbLIM
(MyHMUMNANbHBIM) apXUBOM B COOTBETCTBMW C MpPefoCTaB/IeHHbIMW €My MO/THOMOYMAMN,
YyTBEPXJAeTCA pPYKOBOAWUTENEM oOpraHu3aunMm w BBOAMUTCA B feilcTBue c 1-ro sHBaps
npeAcTOALLEro KaneHaapHoro roga.

OpraHuusaummn, B [eATeNIbHOCTU KOTOPbIX HEe CO03[alTCsA [AOKYMEHTbl ApPXMBHOTO QoHaa
Poccuiickoin depepauun, yTBepxgaloT HOMEHKNATYpy Aefl cCaMOCTOATENbHO.

B cnyyae v3MeHeHUs (DYHKUWUA U CTPYKTYpbl OpraHv3auum HOMeHKnaTtypa [en cocTaB/seTtcs,
COrflacoBbIBaeTCA M YTBEPXKAAeTCs 3aHOBO.

8.8. CornacoBaHHas ¢ cooTBeTCcTBYHOLEeN MK apXUBHOIO YyUpeXxAeHUs UAN TOCYLapCTBEHHbIM
(MyHMUMNANbHBIM) apXWBOM B COOTBETCTBUW C MNPeAOCTaBNEHHbIMW EMY MOJIHOMOYNAMU
HOMEHKNatypa fAen B KOHLUE KaX[oro roja YTOYHAETCH, MepenevyaTbiBaeTcs, YTBEpXgaetcs
PYKOBOAUTENEM OpraHu3aunn 1 BBOAUTCA B AelicTBMe ¢ 1 AHBapsA NPeACTOALLEro KaneHA4apHoro
roga.

8.9. lMepBblli 3K3eMNAAp YTBEPXEHHONW HOMEHKNaTypbl [Jen  SABNAAETCA  [LOKYMEHTOM
MOCTOAHHOIO XpaHeHWs W BK/IOYaeTCA B HOMEHKnatypy gden B pasgen Cnyxosl
[enonpon3BoACTBa, BTOPON - ncnonb3yetrca Cnyx60i fenonponsBoicTBa B KayecTse paboyero
aK3emnnapa, TPeTWd - nepefaeTcs B apxXMB OpraHu3auuy B KayecTBe YYETHOro [OKYMEHTa,
3NIeKTPOHHAA KOMUA HOMeHKNaTypbl [en opraHusauuu, YTBEPXAEHHOW pyKOBOAMTENEM
opraHusaumu, nepegaeTca B rOCYAapCTBEHHbIA  (MyHULMNANbHbIA) apXuB, WUCTOYHUKOM
KOMM/IeKTOBaHWNS KOTOPOro ABASETCA OpraHm3aums.

B nopgpasgeneHna opraHusaumy HOMeHKnaTypa gen paccbinaetca Cny60i genonponssoictea
B BUJE KOMWIA COOTBETCTBYHOLWMX pa3fefioB Ha 6YMaXXHOM HOCUTENe N B 3/IEKTPOHHON hopme.
8.10. HomeHknaTypa fen opraHu3aumm CTPOUTCA NO CTPYKTYPHON (Ha3BaHWAMU pa3fenos
(nogpa3fenoB) HOMEHKNATypbl Aen  SABAAKTCS Ha3BaHMA CTPYKTYPHbIX MOApasgeneHui,
pacrnosoXeHHble B COOTBETCTBUW C YTBEPXAEHHOW CTPYKTYpOM opraHusauuum), uam
(hYHKLMOHANbHOW cXxeMaM (Ha3BaHMUAMU pa3fefioB HOMEHKNaTypbl Aen ABNATCA HanpaBneHus
LeATeNIbHOCTU opraHu3aunm).

8.11. HomeHknatypa fen CTPYKTYPHOro MofgpasfeneHnss COCTaB/IAETCA B KaXAOoM
nofgpasfieNieHnn  opraHusaumyM  paboTHMKOM,  OTBETCTBEHHbIM  3a  [eNonpou3BOLCTBO
nogpasfeneHnsa, Mpu ydacTuu BeaylmMx crneuuannucToB nojpasfesieHUs, COrfacoBbIBaeTCA C
9KCMEPTHON KoMUccUen nofpasgeneHuns (Mpu ee Haanumm), NOLNUCLIBAETCA PYKOBOAUTENEM
CTPYKTYPHOTO nojpasfeneHuns n npegacrasnsercd B Cnyxo6y [enonpov3BoACTBa.

HomeHknatypa fen CTPYKTYpHOro noppasfeneHus cocTasnseTcsa no (opMe, YCTaHOB/IEHHOW
[MpaBunamn XpaHeHNs

BHOBb CO3faHHOE WM peopraHu3oBaHHOe MoApa3fefieHne [LO/MDKHO B  MeCAYHbIA  CPOK
paspaboTaTb HOMEHKNATYpPY AeN u npeacTaBuTb ee B CnyXo6y Aenonpon3BOACTBa.

8.12. Bce 3aronoBkKW fef, BK/KOYEHHble B HOMEHKIATYPY [feN CTPYKTYPHOro nogpasfeneHus,
NHOeKcupyroTca. MHOeKC Aena ykasbiBaetcs B rpae 1 HOMEHKNatypbl Aen U COCTOUT U3
MHAEeKca CTPYKTYpPHOro nogpasseneHus (Koga nogpasjeneHns B COOTBETCTBUM C YTBEPXAEHHOW
CTPYKTYpPOil ~ OopraHu3auuum WM KNacCU(UKATOPOM  CTPYKTYpPHbIX  MoApasgeneHuid) u
nopsLKOBOro Homepa fena B pasjene HOMeHKnatypbl fen. WHpekcobl gen o603HavatoTCs
apabckumMu ungpamu.

Hanpumep: 01-05, rge:

01 - Kof CTPYKTYPHOro nogpasfeneHus;

05 - NopAAKOBbIA HOMEP Aena B pas3fene HOMeHKNaTypbl gen.

Jena no sonpocam, HepaspelleHHbIM B TeYeHWe OAHOro roaa, ABAAKTCA '‘mepexofawmumun’ u
BHOCATCA B HOMEHKNaTypy Jen creaylowero roga C TeM Xe MWHAeKCOM. PekomeHpayeTcd
COXpaHATb B HOMEHKNaType fefl 04MHaKOBble WHAEKCHI ANA OLHOPOAHLIX [en, BK/HOYEHHbIX B
pasHble pasgensi.

DMpunoxeHue N 26 K MNMpaBunam xpaHeHUS.
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Ecnv B TeyeHme roja B [AeATENbHOCTM oOpraHusauuMy o6pasyroTcs  LOKYMEHTbI, He
npesycMOTpeHHbIe HOMEHK/IATYpOoi fen, 3aroN0BKY HOBbIX Aefl 4ONONHUTENIbHO BKKOYAKTCA B
HOMEHKNaTypy fen. B Kaxaom pasgene HOMEHKNaTypbl [fen Afs BHOBb 3aBOAMMbIX [en
npegycmaTpuBalTCA pe3epBHble HOMepa.

8.13. 3aronoBok gena (rpaga 2 HOMeHKNaTypbl 4en) A0/HKeH B 0606LeHHON hopMe oTpaxaTb
OCHOBHOE COfiep>kaHune 1 coctaB JOKYMEHTOB fena. He fonyckaeTcs yrnotpebseHune B 3arosioBke
[ena HeKOHKpeTHbIX ¢opmynupoBok (“"pasHble MaTepuans!™, "obwiad nepenucka"), a Takxe
BBOAHbLIX C/OB W C/IOXHbIX CUHTAKCMYeCKMX 0OOPOTOB. 3aronoBKU [eNn MOTyT YTOYHATLCA B
TeyeHue rofa B npouecce GoOpMUPOBAHNA U OPOPMJIEHMSA aef.

3aronoBoK fena [AO/MKEH COCTOATb W3 31eMEHTOB, pacnofaraemblX B CleAytoLei
nocfiefloBaTeNbHOCTU:

a) Has3BaHMe BuAa Aena (nepenucka, XXypHasn, 4eno) uav suga LOKYMeEHTOB, BK/KOUYEHHbIX B Aef10
(MpoTOKO/IbI, NpUKasbl);

6) HaMMeHOBaHWe opraHu3aLun, CTPYKTYPHOro nogpasgefieHns, NoCTOAHHO AeNCTBYHOLLEro Uim
BPEMEHHOr0 opraHa, AO/HKHOCTHOIO Nnua, co3haBlimx 4OKYMeHT(bl);

B) HauMeHOBaHWe KOppecrnoHgeHTa (opraHusauuun, nuua, KOTOPOMY ajpecoBaHbl WAM OT
KOTOPOrO MOJyYeHbl LOKYMEHTbI);

I) KpaTKoe cofep)kaHue SOKYMEHTOB [ena;

[1) Ha3BaHMe MeCTHOCTK (TeppuTopun), ¢ KOTOPOI CBS3AHO COJEepXKaHWe JOKYMEHTOB Aena;

e) fata (nepuopg), K KOTOPbIM OTHOCATCH LOKYMEHTbI Aena;

X) yKa3aHue Ha KOMUAHOCTb JOKYMEHTOB fefa.

8.14. TlopAfOK pacnosioXKeHWs 3arofioBKOB [es BHYTPWM pas3fenoB HOMEHKIATypbl Aen
ONpeLenseTcsa CTENEHbI BAXHOCTN AOKYMEHTOB, BK/IIOYEHHbIX B Aena.

B Hauyane pasfena pacnofiaraloTcAa  3arofloBKM  fen,  cojepXawmx  yupeauTesbHble,
OpraH13aLMOoHHO-NpPaBoBble W pacrnopsafuTenbHble OOKYMEHTbl, 3aTeM 3arofioBku  fen,
cofiepXaliux MnjaHoBble, OTYETHbIE, MHPOPMALNOHHO-aHAIMTUYECKNE AOKYMEHTbI, JOKYMEHTHI,
oTpaxalune feAaTenbHOCTb NOApasfeneHuns, nepenncky, B KOHLUE pasjena - perucrpaymoHHble
N YYeTHble XXypHasbl, KapTOTEKN, 6a3bl JaHHbIX.

3aronoBkKM [fefl, COCTAB/IEHHbIX MO KOPPECMOHAEHTCKOMY M reorpauyeckoMy npusHakam,
BHOCATCA B HOMeHKNaTypy fen no anasuTy KOPPECnoHLEHTOB WU reorpapuyecknx HasBaHWUiA.
B 3arosoekax p[en, cofepXawux [OKYMEHTbl MO OLHOMY BOMPOCY, HO He CBA3AHHbIX
MocnefoBaTeNbHOCTLIO PeLleHns BOMpoca, B KayecTBe BMAa fefia ynotpebnserca TepmuH
"[NOKYMeHTbI", a B KOHLe 3arofloBka B CKOOKax yKa3blBalOTCA Ha3BaHWA BWUAOB [LOKYMEHTOB,
Hambonee nNpeacTaB/ieHHbIX B Aene:

"[OKYMEHTbI O MPOBEAEeHUN COBELLAHNIA N CEMUHAPOB (MPOorpamMmmbl, CUCKN, AOKNaabl)".
TepMuH "AOKYMEHTbI" NPUMEHAETCA TakXe B 3arojloBKax fen, cofepxXawmux [OKYMEHTbI-
NPUNOXEHUSA K KAKOMY-TMOO0 JOKYMEHTY (BUAbl LOKYMEHTOB-NPUIOXEHUI HE MEePeYncnatoTCs):
"[lOKyMEHTbI K NPOTOKONaM 3acefaHunii Hay4yHo-TeXHU4YeCcKoro coera”;

"MpOoTOKOMblI NPOU3BOACTBEHHbIX COBELLAHWIA NPWU FeHepasibHOM AWPEKTOpe U LOKYMEHTbl K
HUM".

B 3aronoBkax fen, npegHasHavyeHHbIX 419 TPYNMUPOBKA OLHOTUMHBLIX JOKYMEHTOB, 3Ta rpynna
AOKYMEHTOB YKa3blBaeTCA BO MHOXECTBEHHOM YuCe:

"lMpoToKONbI 3acefaHnin gupexkumm™.

B 3arosioBkax fefn, COAepXKaliuMx Meperucky, yKasbiBaeTcsi, C KeM U MO Kakomy BOMPOCY OHa
BefeTCH:

"lMepenuncka c 06pa3oBaTe/ibHbIMU YUPEXAEHUAMM O MOBbILEHWUW KBaNIUpUKaLum paboTHNUKOB".
B 3aronoBkax fen, cogepxXawux nepenucky ¢ O4HOPOLHbIMM KOPpPecnoHAeHTamu, nocnefHue
He Ha3bIBAKOTCA, a YKa3blBAeTCA UX BUAOBOE Ha3BaHME:

"Mepenncka C (eaepanbHbIMKU  OpraHaMy  WUCMOMIHUTENIbHON BAacTM 0  3aK/IYEHUN 1
NCMOJIHEHNMN TOCYAAPCTBEHHbLIX KOHTPaKTOB".

B 3aronoBkax fen, cofepkalinx nepenucky ¢ pasHOPOLHbIMW KOpPpecrnoHAeHTaMW, nocnegHue
He NepeymncnaTcs:

"lMepenuncka o0 3aK/MHYEHUN N UCMOSTHEHNUW TOCYAapCTBEHHbLIX KOHTPaKTOB".
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B 3aronoBke fena ykasblBaeTCsi KOHKPETHbIA KOPPECMNOHAEHT, ec/in nepenncka BeLeTcs TONbKO
C HUM:

"Mepenuncka ¢ OO0 "TopceaAsb"” 0 NpefoCcTaBNeHNN YCayr CBaA3n™.

Mpyn 0603HayYeHWM B 3aronoBkax fefl  agMUHUCTPATUBHO-TEPPUTOPUANIBHBIX  eANHUL
YUUTbIBAETCA CNefytoLee:

ecnu  cojep)kaHue  fefia  KacaeTCi  HEeCKOJIbKUX  OLHOPOAHbIX  aAMWHWUCTPATUBHO-
TEPpPUTOpPMaNbHbIX €AUHUL, B 3aro/ioBKe [efla He YKas3blBalTCA WX KOHKPETHble Ha3BaHuA, a
yKa3blBaeTcs Mx 06Llee BULOBOE Ha3BaHMeE:

"lMepenuncka c yupexaeHnamMmmn KynbTypbl afMUHUCTPATUBHbLIX OKPYroB MOCKBbI".

ecnim cofepxxaHve fefna Kacaetcd OLHON aAMWUHUCTPATUBHO-TEPPUTOPUANBHOW eAUHULbI
(HaceneHHOro nyHkTa), ee (ero) HasBaHMe yKa3blBaeTCs B 3aro/0BKe Aena:

"Mepenwucka ¢ hunnanom B MOCKOBCKOI 061acTK 0 NAaHUPOBAHUN Y OTYETHOCTK".

B 3aronosBkax fen, coepxawux MjaHOBYH WU OTYETHYH [OKYMEHTauWuto, YKas3blBaeTcs
nepuog (Mecsiy, KBapTan, rof) Ha (3a) KOTOpbI cocTaBeHbl NaaHbl (0TYETHI):

"OTueTbl CTPYKTYPHbIX nogpasgeneHunia 3a 2019 rog";

"CTaTUCTUYECKUIA OTYET O YUC/IEHHOCTW, cOoCTaBe W ABMXeHUW Kagpos 3a 2019 rog (. N 27-
rog)".

Mpu opmmpoBaHnK fena U3 HECKONbKNUX TOMOB (4acTell), KpoMe 06LLero 3arofioBka gena npu
HeoOXOAMMOCTU COCTaB/IAKOTCA 3ar0/IOBKM KaXAOro toma (4actu), YTOUHAKLMNE COLepXKaHue
TOMOB (4acteit) fgena.

3aronoBKu fefl MOryT YTOYHATHCA B NpoLecce (POPMUPOBaHNA U ODOPMIEHMNSA [en.

8.15. Ipaha 3 "Konuyectso pfen” 3anosiHAeTCs NO OKOHYaHUM KaneHpapHoro roga. [lo
OOCTUXXEHMW [efIOM, BKMOYAKLWWUM AOKYMEHTbI BpeMeHHbIX (CBbiwe 10 /1eT) U MOCTOSAHHOrO
CPOKOB XpaHeHus, o6beMa B 250 IMCTOB, TOM 3aKpbIBAeTCA M OTKPbIBAETCA HOBbLIV TOM. B rpade
3 HOMEHKNatypbl [Jen Moc/fefoBaTe/lbHO YKa3blBAlOTCA HOMepa TOMOB W KpaillHue AaTbl
LOKYMEHTOB KaXXJ0ro Toma:

T 1 11.01.2019-

30.06.2019

ONeKTpPOHHbIE Aena Ha ToMma (4acTu) He pasgensaTcd. Bce 3neKTpOHHble [OKYMEHTHI,
He3aBMCUMO OT UX 06bEMA, BK/IHOYAKOTCA B OAHO 3/1IEKTPOHHOE Jeno.

8.16. B rpage 4 "Cpok xpaHeHUs n N cTaTby No nepeyHo"” yKasblBalOTCA CPOKU XpaHEHUS Aen u
HOMepa cTaTeil Mo TMNOBOMY WU BeOMCTBEHHOMY MePeYH0 LOKYMEHTOB C YKa3aHWeM CPOKOB
XpaHeHus, efepanibHOMY 3aKOHY UM MHOMY HOPMATUBHOMY NMPaBOBOMY aKTY.

8.17. B rpage 5 "lMpumMeyaHne" npocTaBNAlTCA OTMETKWU O 3aBefeHun pen (“3asefeHo"), o
nepexoasawmx penax (Hanpumep, “"lMepexogswee ¢ 2016 roga"), O BblgeneHUn pgen K
YHUUYTOXEHMNIO, O /nuax, OTBETCTBEHHbIX 3a (DOpMWUPOBaHWe fen, O nepejayve [en B ApYryko
opraHunsauuto ansa npojosKeHns.

Ecnu geno hopmupyetcs B UHPOPMALUOHHON CUCTEME M BK/IOYAET 3N1EKTPOHHbIE LJOKYMEHTbI, B
rpathe "lMpumevaHue" OTMeYaeTCA, 4TO feflo BefeTCA B 3NEKTPOHHOM BUAe C YKasaHUeM
HaVMeHOBaHWUA MH(OPMALNOHHOW CUCTEMBI:

"3NeKTPOHHble foKyMeHTbl. C3/[ "KaHuenapua”, B, "Cny>ebHble 3anncku'™.

8.18. Mo 3aBeplleHMN [eNONPOM3BOACTBEHHOIO rofa B KOHLe HOMEHKNATypbl [efl B KaXAoM
CTPYKTYPHOM nogpasgeneHnm opopmaseTcs UTorosas 3anncb, B KOTOPYH BHOCATCH CBEAEHMUA O
KO/IMyecTBe 3aBefleHHbIX fAefl (TOMOB, 4YacTeil), OTAE/bHO MOCTOSHHOIO W BPEMEHHbLIX CPOKOB
XpaHeHUs, BpEMEHHbIX CPOKOB XpaHeHus ¢ oTMeTKon "IMK" n nepexofswmnx. MiTorosas 3anunch
[OMOSHAETCA AaHHLIMU O KOIMYECTBE 3/IeKTPOHHbIX e/ COOTBETCTBYHOLUX CPOKOB XPaHEHUS.

B nTorosyto 3anucb CBOAHOM HOMEHKNATypbl AeNl CBeAeHWS BHOCATCA HA OCHOBAHUU [aHHbIX,
nepefaHHbIX U3 CTPYKTYPHbIX NOAPa3feNeHunii opraHusaLuu.
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CsefeHus, cofepxalimecs B UTOrOBOM 3annMcuM HOMEHKNATypbl fies opraHu3anmu, nepefatoTcs B
apxvMB opraHusauMu, 0 YeM B HOMEHKNaType [eNn MNPOCTaBNAETCA OTMETKA C YKa3aHWeM
[0O/MDKHOCTU M NOAMUCK LA, MepesaBLUero CBeeHus.

8.19. [lena co AHA UX 3aBefleHUd [0 Mepefayn B apxuB OpraHusauuv WAN A0 BbIAENeHUs UX K
YHUUYTOXEHUIO M0 NCTEYEHMW CPOKA XPAHEHUS XPAHATCA N0 MECTY UX (hopMUPOBaHUA.

[eno cuuTaeTcs 3aBefleHHbIM C MOMEHTa BK/IHOYEHWA B HEro MepBoro WCMOJIHEHHOrO
LOKYMEHTa.

8.20. Mpu opmupoBaHUM e Ha OGyMaKHOM HOCUTEeNe AO/DKHbI CO6M0AATLCA Crefylolwme
o6 ne npasBuna:

B [1e/10 MOMeLLat0TCA MCMONIHEHHbIE LOKYMEHTbI, COOTBETCTBYIOLLME MO CBOEMY COZEpPXaHuio
3aro/fIoBKy fiefla N0 HOMeHKaType gen;

MPUIOXEHNSA NMOMELLLAITCA BMECTe C OCHOBHbIMU LJOKYMEHTaMU;

B [e/10 BK/IOYAKTCA LOKYMEHTbI OLHOr0 KasjieHAapHOro rofa, 3a WUCK/KYEHVEM MepexoaaLLmnx
aen;

LOKYMEHTbI MOCTOAHHOIO ¥ BPEMEHHbIX CPOKOB XpaHeHUs rpynnupyroTecs B Aena pasfiesbHo;

B [1e/10 BK/IHOYAETCA MO OLHOMY 3K3eMMNAApYy KaXAoro AOKYMeHTa;

(hakcorpammbl, TefierpaMmbl, TefleOHOrpaMMbl NOMeLLAKTCA B [ieN1a C Nepenuckoi Ha o6Lmx
OCHOBaHUAX;

B [1e/10 NMOMeLLarTCA AOKYMEHTbI NMPaBU/IbHO M MOSHOCTLIO OOPM/EHHbBIE (OKYMEHTbI LO/MKHbI
MMeTb AaTy, NOAMUCH U Apyrue HeobXoANMbIe PEKBU3UTDI);

B [le/10 He BK/IIOYAKTCA AOKYMEHTbI, MoA/exallne Bo3BpaTy, MUWHNE IK3EMNAAPbI U YEPHOBUKM
(3a UcknoUeHem 0c060 LeHHbIX);

no obbemy fefio, BK/IOYaKLWee LOKYMeHTbl Ha 6YMaXHOM HOCWUTesie, He LO/DKHO MPeBblwaTb
250 nucToB, Npu TONWMHe He 6onee 4 cMm (ToMWMHA Aefl CO cpoKaMu XpaHeHus o 10 fieT He
[0/DKHa npesbiwartbe 10 cMm). Mpu npesbilWeHUN faHHOTO 06bema 3aBoAMTCA BTOPOR ToM. MMpu
HaMunM B [efle HeCcKO/SIbKUX TOMOB (4acTeil) MHAEKC W 3arofioBOK fefla NpOCTaBAATCA Ha
Kakgom TomMe ¢ gob6asneHnem ob6osHayeHmii: "T. 1" "T. 2",

[OKYMeHTbl BHYTPU [efna pacrnonaraloTca CHU3Y BBEPX B XPOHO/IOrMYECKOW, BOMPOCHO-
NOrMYEeCcKor NocnesoBaTelbHOCTU MU UX COYETaHUN.

PacrnopsaguTenoHble [LOKYMEHTbl TPynnupyloTcad B fefa Mo BuAaM W XPOHOMOrMKM C
OTHOCALWMMUCA K HUM MPUNOKeHUAMU. [OKYMEHTbl - OCHOBAHMA K pacnopaauTe/ibHbIM
LOKYMEHTaM BK/H0YalTCA B OTAE/IbHOE [efo.

lMpoTOKO/bI B fiene pacnosiaratoTcA B XPOHOMOTMYECKOM MOPSALKe 1 M0 HOMepam.

[ oKyMeHTbI K 3acefiaHAM (COBELLAHMAM) TPYMNMNUPYOTCA B OTAE/bHOE [eN0, KaK U MPUI0XKeHNs
K MPOTOKONAM, €C/IM OHW cofepxkat 6onee 25 cTpaHuL.

[ OKyMeHTbl K MPOTOKOJIaM, €C/I OHW CTPYMNMNUPOBaHbl B OTAE/bHbIE Aena, CUCTEMATUINPYIOTCA
BHYTPM fena rno nopsgKy HOMepoB MPOTOKOJIOB.

JlokanbHble HOPMATUBHbBIE aKTbl, YTBEPXKAEHHbIe PACNOPAANTENbHBIMY AOKYMEHTaMU, ABNSAKOTCA
MPUIOXEHNAMUN K HUM U TPYNNUPYIOTCA BMECTE C YKa3aHHbIMU AOKYMEHTaMMU.

MpuKasbl MO OCHOBHOW [eATENIbHOCTU TPYNNUPYHTCA OTAENbHO OT MPUKa3oB MO JINYHOMY
COCTaBYy M NPMKa3oB Mo afMUHUCTPATUBHO-XO03ANCTBEHHON pesitensHocTn® .

B cooTBeTCTBMU C MepeyHeM TUMOBbIX YNPaB/ieHYECKMUX apXMBHbIX JOKYMEHTOB, 00pasytoLLmxcs B npouecce
[esATeNbHOCTU rocyapCTBEHHbIX OPraHoB, OPraHoB MECTHOIO CamMOynpaB/IeHUsT Y OPraHn3aLuii, ¢ yKasaHem
CPOKOB XpaHeHWs, YTBEPXAEHHbIM NpuKa3oM MuHUCTepCTBa KybTypbl Poccuiickoin defepaumm oT 25 aBrycra
2010 r. N 558 "'O6 yTBepXaeHMM NepeyHs TUMOBbIX YNpPaB/ieHYeCKNX apXUBHbIX JOKYMEHTOB, 06pa3ytoLLmXcs B
npoLecce AesTeNIbHOCTU FOCYAapCTBEHHbIX OPraHoB, OPraHoB MECTHOIO CaMOynpaB/ieHNsi 1 OpraHu3auunii, ¢
yKasaH1em CPOKOB XpaHeHUs" (3aperncTpmpoBaH B MyHUCTepPCTBe HocTMLmum Poccuiickon defepauny 8 ceHTS6ps
2010 r., perncTpaumoHHblIii N 18380); ¢ M3MEHEHUSIMU, BHECEHHbIMW MPUKa3oM MUHUCTePCTBA Ky/IbTypbl
Poccuiickoin depepaumm oT 16.02.2016 N 403 'O BHeceHUUN U3MeHeHUI B [NepeyeHb TUNOBbIX YNpaBieHYeCKNX
apXMBHbIX JOKYMEHTOB, 06pasyoLLMXCcs B NPOLecce AesATeNbHOCTU rocyAapCTBEHHbIX OpraHoB, OpraHoB MeCTHOro
camoyrnpas/ieHUs1 1 OpraHu3aLuii, ¢ ykasaHeM CPOKOB XpaHeHUs!, yTBEPXKAEHHbIM NprKa3oM MuHucTepcTea
KynbTypbl Poccniickoii degepaumm ot 25 aBrycta 2010 r. N 558" (3apernctpmpoBaH B MUHUCTEPCTBE HOCTULNN
Poccuiickoit depepaummn 15 mapta 2016 r., pernctpaumoHHbiii N 41414), K agMUHUCTPATUBHO-X03SACTBEHHOM
[eaTeNbHOCTM OTHOCSATCS BOMPOCHI N0 COONIOAEHUNIO NPaBW/ BHYTPEHHEr0 pacropsifka, aKcnayaraumm Ciy>XebHbIxX
30aHNIA, TPAHCMOPTHOMY 06CY)KMBaHWIO, BHYTPEHHE CBSA3W, 06ecrneveHnto 6e30MacHOCTY OpraHn3aLuii.
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MprKasbl N0 IMYHOMY COCTaBY POPMUPYIOTCA B [lefia B COOTBETCTBUMN CO CPOKAMM XPaHEHWUS.
[OKYMEHTbI B IMYHbIX Aefiax pacrnonararTca nNo Mepe nx nocTynieHuns.

Mepenucka rpynnupyeTcs B fefia Mo TeMaTuKe U/unyv KOppecrnoHAeHTaM U CUCTeMaTU3NpyeTcs
B XPOHO/IOFMYECKO MNOCNeAoBaTeNbHOCTU: [OKYMEHT-OTBET MOMeLLaeTcs 3a AOKYMEHTOM-
npocb6oi (3anpocom). [lpun BO30OHOBNEHUM MNeEPeNnUCKM MO ONpefesieHHOMY BOMpocy,
HauvaBlleics B npefblgyliem rogy, LOKYMEHTbl BK/IHOYAKOTCA B [eN0 TeKylero rojga c
yKasaHveMm WHAEKCa fena npebigyLero roga.

ONEKTPOHHbIE  [OKYMeHTbl  ()OPMUPYKOTCA B 3NEKTPOHHbIe fefia B COOTBETCTBUM C
HOMEHKNAaTypoil fen opraHusaymm B TOW WMH(OPMALMOHHON CUCTEMe, B KOTOPOM OHU 6blnn
CO3/aHbl UIN B KOTOPYHO ObININ BK/TKOYEHBI.

8.21. ina obecreyeHMsa COXPaHHOCTU, y4yeTa LOKYMEHTOB W Aen CTPYKTYPHOro nogpasfefieHus
M opraHusauumn JocTyna K HUM NpPoBOANTCA KOMMJIEKC paboT:

co3flaHvie ONTUMa/bHbIX YCI0BUIA XpaHeHUs JOKYMEHTOB W [erf;

pasmelleHue gen;

NMpOoBepKa HalMyuunsa u COCTOAHNA JOKYMEHTOB U [eN;

cobnofeHne nopagKa Bblgadm fen.

8.22. [lena pasmeljaloT B pabouyMx KOMHaTax Wau CreyunanbHO OTBEAEHHbIX ANA 3TOM uenu
nMoMeLLeHNAX B LWKadax, Ha cTennaxax, 4ytobbl 06ecneynmTb MX COXPAHHOCTb U 3aLUUTY OT
BO3/eiCTBUA BPeAHbIX (haKTOPOB.

[ena ona mx yyeta v 6GbICTPOro MOMCKa AO/HKHbI pacnonaratbCa BEPTUKA/IbHO, KOPeLuKamu
Hapy>Xy U B COOTBETCTBUWM C HOMEHKNATYpoi fden. Ha Kopellkax 06/10XeK f[en yKasblBalwTcA
WHAEKCbl MO HOMeHKnaType fJen, nNpu Heob6XogMMOCTM HOMep TOMa fena, Aaty pfena.
HomeHKknatypa fjen unun BbiNUcka U3 Hee NMOMELLAETCA HA BHYTPEeHHe CTOpOHe LwKaga.

8.23. NpoBepKM HaIMuMA N COCTOSAHUA AOKYMEHTOB M e/l B LieIAX YCTaHOBIeHNSA PaKTUYecKoro
HanMums fen LO/MKHbI MPOBOAMUTLCA AeN0NPON3BOAUTENEM MOLPA3Le/IEHNA B CyYasX:

nepeg nepefaveil JOKYMEHTOB B apXMB OpraHusayuu;

npuv nepemeLLeHnn aen;

npyM CMEHe pPYKOBOAWTENA  CTPYKTYpPHOro  nofpasfeneHvs, pykosogutens  Cnyx6bl
[lenIonpoun3BoACTBa,;

npv peopraHunsaunn v MIMKBMAALMUM OpraHu3aLmm Ui CTPYKTYPHOTO nogpasgeneHus.

MpoBepka HanMuMsa NPOBOAMTCA NMYTEM CBEPKMW CTaTell HOMeHKNaTypbl Aefl C OnucaHuem fen Ha
06110XKe, a ()M3nMYecKoe COCTOAHME [en OnpejenigeTca NyTeM MX BU3yasbHOro npocmotpa. Bce
OobHapy>XeHHble HefoCTaTKU AO/KHbI (PUKCUPOBATLCSA B aKTe MPOBEPKU HANU4YMUA U COCTOAHMUA
aen.

8.24. B cnyyae BbIABNEHUSA OTCYTCTBUA [e/, YNCAALWUXCA MO HOMEHKNAType e/, pPyKOBOACTBOM
nojpasgenieHnii NPUHUMAKOTCA Mepbl MO UX PO3biCKY. ECnM po3biCK fen He faeT pesynbTaTta,
COCTaB/IETCA CMpaBKa O MPUYMHAX WX OTCYTCTBMSA, KOTOpas MOAMUCLIBAETCA PYKOBOLWTENIEM
nogpasgeneHua n npeacrtasnserca B Cnyxby AenonponsBoACTBa.

dakT yTpaTtbhl gena (4en) pukcupyetca B akTe, coctaBnsieMoM Cnyx60i# fenonpoun3BofCcTBa U
PYKOBOAWUTENIEM CTPYKTYPHOro nogpasfeneHns (yrnosHOMOYEHHbIM MM  JMLOM) B Tpex
3K3emnagpax: Mo OLHOMY 3K3emnaspy akta XpaHutca B Cnyxb6e [enonpou3BoACTBa WU
CTPYKTYPHOM MNOApa3feNieHnn; 3K3eMNasp akTa MpefcTaB/sgeTcs B apXuB OpraHvsauuu npu
nepegade fen CTPYKTYPHOro nojpasfeneHuns Ha apXnMBHOE XpaHeHwue.

8.25. OkcnepTms3a LEHHOCTUM [LOKYMEHTOB MPOBOAUTCA Ha OCHOBE 3aKOHOZLATE/IbHbIX U WHbIX
HOPMaTUBHbIX MPaBOBbIX aKTOB Poccuiickoi Pefepauun, ycTaHaBIMBaloWmx TpeboBaHUA K
CpOKaM XpaHeHWs [OKYMEHTOB, TWMOBbIX W BELOMCTBEHHbIX MepeyHeil [LOKYMEHTOB C
yKa3aHnem CPOKOB UX XpaHeHUs:

Mpv COCTaB/IEeHUN HOMEHKNATYpbl fef;

npuv NOAroTOBKe Jen K nepefave B apxme opraHusauum;

B apXuBe opraHun3auum.
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8.26. [nsa opraHusaumm wn npoBefeHUs paboTbl MO 3KCMepTU3e LUEHHOCTU [AOKYMEHTOB B
opraHusauum npuKasom PYKOBOAWUTENS CO34aeTcA 3KcneptHas kKomwuccusa (panee - 3K), B
opraHusaumax, WMeKLWNX NoABELOMCTBEHHbIe oOpraHusauuu, duananel, - LUeHTpasbHas
akcnepTHaa komuccua (ganee - LI9K).

3afaumn, yHKuMuK, npasa, opraHm3aumnsa pa6otel K (LLIK) onpeaenatotca nonoXKeHnem o Hen,
KOTOpoe pas3pabaTbiBaeTCA Ha OCHOBAHUM TMPUMEPHOr0  MOMOXEHWUS, YTBEPXAEHHOIO
YNO/IHOMOYEHHbIM (hefiepasibHbIM OpraHoOM UCMOMHUTENIbHOW BNacTu B cpepe apXMBHOIO Aena v
Jenonpoussoacteas3l

8.27. OCHOBHbIMMN PyHKUMAMY K aBnstoTCA:

opraHum3aumns exerogHoro otéopa fen Ans XpaHeHUd U YHUUTOXEHNS;

pacCMOTpeHMe W CcOorjacoBaHMe nNpoeKTa HOMEHKNaTypbl [en opraHu3auuun, onucen aen
MOCTOAHHOIO M BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHus, B TOM 4YuUC/e MO JINYHOMY
COCTaBY, aKTOB O Bblfe/IeHUN K YHUUTOXEHWNIO Aef, He NoA/exalux XpaHeHuo;

yyacTuve B MOLTOTOBKE W PACCMOTPEHUU MPOEKTOB HOPMAaTUBHbLIX U METOANYECKNX AOKYMEHTOB
no sonpocam paboTbl C JOKYMEHTaMK B OpraHu3auunm.

8.28. JOkcrnepTM3a UEHHOCTU [OKYMEHTOB OCYLLECTB/IAETCHA EXErogHo [Aenonpou3BOAUTENAMU
nogpasfeneHnini coeMmecTHo ¢ K opraHusaumm n nog MeToLUYECKMM PyKOBOACTBOM CnyXo6bl
[lenonpoun3BoACTBa OpraHu3aLmu.

8.29. lMpwn npoBegeHUM 3KCNepTM3bl LLEHHOCTU LOKYMEHTOB MPW MOATOTOBKE fAen K nepejave B
apXuB opraHun3aunmn ocyLlecTenseTcs:

0T60p AOKYMEHTOB MOCTOAHHOIO Y BpeMeHHbIX (CBbile 10 NeT) CPOKOB XpPaHEHWA 4na nepegayu
B apXuB opraHusauuu;

0T60p AOKYMEHTOB BpPeMeHHbIX (40 10 neT BKAOYUTENIbHO) CPOKOB XPAHEHUS U C MOMeTKaMu
"[10 MMHOBaHMA Hago6HoCcTU", "[10 3aMeHbl HOBbIMU", NOANEXAWMNX faNbHENLLEMY XPaHEHUIO B
CTPYKTYPHbIX NoApasgeneHunsax;

BblAeNeHe K YHUYTOXKEHNIO fef 3a npeablayLime rofbl, CPOKM XpaHeHUs KOTOPbIX UCTeKNN.
OfHOBpPEeMEHHO TNpOBepseTCcAa KayeCTBO W TMOAHOTE HOMEHKNATypbl Aen opraHusauuu,
NnpasuibHOCTbL OMNpeAeneHnsa CPOKOB XpaHeHUs fen.

8.30. [ena mMOCTOAHHOrO W BpeMeHHbIX (CBblwe 10 f1eT) CPOKOB XpaHeHUsd mnognexar
MOMMCTHOMY MPOCMOTPY AN1A BbILENEHMA U3 UX COCTaBa LOKYMEHTOB BpeMeHHbIX (8o 10 ner)
CPOKOB XpaHeHwus.

Oena c otmeTtkon "OMNK" nogsepratoTcs MNOMUCTHOMY MNPOCMOTPY B LENAX ONpefeneHus u
BblA4eNeHna U3 UX COCTaBa JOKYMEHTOB, NOAMeXalnx NOCTOAHHOMY XpaHEeHUIo.

8.31. OT60p 3NEKTPOHHbIX AOKYMEHTOB A1 Mepesayn B apxXus OpraHunsauum oCyLLeCcTBNAETCA B
aBTOMaTU3MPOBaHHOM pexumMe nyTem otbopa LOKYMEHTOB K3 6a3 faHHbIX WHPOPMALUNOHHbLIX
cucTem no npusHaky "WHaekc gena” ("Cpok xpaHeHus™).

8.32. 1o pesynbTataM 3KCMepTu3bl LEHHOCTW [OKYMEHTOB B oOpraHusauuum npoBOAUTCA
opopmM/ieHVe Aenl 1N COCTaBMIAKTCA OMUCK [en MOCTOAHHOIO0 XpaHeHWs, BpeMeHHbIX (cBbiwe 10
NeT) CPOKOB XPaHEHWA W MO JIMYHOMY COCTaBy, a TakXXe aKTbl O BbIAENIEHUN K YHUUYTOXEHUIO
[en, He Nognexalimx XpaHeHuto.

Onucy fgen MOCTOAHHOTO XpaHeHUs, BPeMeHHbIX (cBbiwe 10 /1eT) CPOKOB XpaHeHus u Mo
NMYHOMY COCTaBy, a TaKXe akTbl O BblJefIeHUN K YHUYTOXEHWIO f[efl, He MoAfexalluunx
XpaHeHuto, paccmatpmBaroTca Ha 3acegaHun IK  (LUIOK) opraHusaumm OAHOBPEMEHHO.
CornacoBaHHble 9K (LOK) aKTbl 1 onucuK yTBepXK4alOTCA PYKOBOAMTENEM OpraHu3aLuu.

8.33. [Hena, o6pas3oBaBlIMecA B [AeATEeNIbHOCTU opraHusauMmM u noganexawine XpaHeHUto,
MPOXOAAT MOJIHOE WU YacTuyHoe odopmneHue. [MonHOMY O0GOpMIEHUIO NOANMexar [ena
BpPeMeHHbIX (CBblwe 10 f1eT) CPOKOB XpaHeHUs M NMOCTOSAHHOI0 XpaHeHus. [lena BpemMeHHbIX (40
10 neT) CPOKOB XpaHeHUs NoAnexar YHaCTUYHOMY O(POPMIIEHUIO.

3lMpurka3 dPefepasibHOro apxmBHOro areHTcTsa oT 11.04.2018 N 43 "'O6 yTBep)KAeHMM NPUMEPHOTo NONOXKEHUS
06 3KCNepPTHON KOMMUCCUM opraHu3aumn' (3apernctpmpoBaH B MUHUCTEPCTBE oCTULMN Poccuniickoli degepaumm
15.06.2018, pervcTpauoHHbIi N 51357
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OmopmneHne fen MPOBOAMTCA B CTPYKTYPHbIX MOApasfefieHnax opraHusayum no Mecty
(hopmMuMpoBaHMA LOKYMEHTOB B fena.

8.34. MonHoe ohopmneHne aena Ha OymMaKHOM HOCUTENEe BK/KOUAET:

opopMieHNe PeKBU3NTOB 00/10XKKHM fAena no opme;

HymMepaL o NCTOB B feNe;

COCTaB/IeHNe NNCTa-3aBepuTenNa Aena;

COCTaB/eHNe B HEOOXOANMBIX CNyYasxX BHYTPEHHEeW OnucK JOKYMEHTOB [ena;

MOALIMNBKY 1 NepenneT Aena;

BHECeHMe HeoOXOAMMbIX YTOUYHEHWA B PeKBU3UTbI 00NOXKW fena (YTOYHEHWe Ha3BaHWA
opraHusauunu, nHaekca aena, KpaHUX Aat fena, 3aronoBka fena).

NwncT-3aBepuTens fena, BHYTPEHHASA ONUCb JOKYMEHTOB fiefia U 06/10XKKa fiefia COCTaBNATCA Mo
(hopmam, ycTaHOBNEHHbIM lMpaBnnamy XxpaHeHnA32.

8.35. [lena BpemMeHHbIX (40 10 neT BKAKOYUTENIbHO) CPOKOB XPaHEHUS,

nognexaline 4yaCTMYHOMY O(OPMJSIEHUIO, LOMYCKAeTCA XPaHUTb B Mamnkax, B KOTOPbIX Aena
XpaHunncb B [eNnonpou3BOACTBE, MepecucTemMaTusauns LOKYMEHTOB B [iefile He MPOBOAUTCH,
NNCTbI fiena He HYMepyroTCA, UCTbI-3aBEPUTENIN [leNla He COCTaB/AlTCA. Ha 06/10XKe fena B
COOTBETCTBMM C HOMEHKNATYPOWN AeNl opraHu3auuy 3anofiHAKTCA PEKBU3UTbI: HaMMEHOBaHUe
opraHusaumu, HaMmeHoBaHWe MoApasfeneHns, WHAEKC fena, 3aronoBOK [efna, CPOK XpaHeHus
[LOKYMEHTOB.

8.36. Ha 06n0>KKe fen BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHeHus W Mo IMYHOMY COCTaBy
YyKasblBalOTCH:

HaMMeHOBaHWe BbIWECTOAWEW opraHm3aunm (opraHusaunn-yypeanTens); HaumMeHOBaHUe
OpraHm3aumnm - UICTOYHMKA KOMMIEKTOBaHUSA roCyAapCTBEHHOr0 (MyHULMNANbHOI0) apXuBea,;
HauMeHOBaHue CTPYKTYPHOro noapasaeneHus;

WHAEKC fena rno HOMeHKnatype fen;

HOMep Toma (Yactu);

3aro/sioBoK fiena (Toma, vacTn);

KpaitHue pgatbl gena (Toma, 4yacTtu);

KO/INYeCTBO INCTOB B [efe;

CPOK XpaHeHus fena;

apXUBHbIWA WKdp gena.

Ha 06/10)kKax [en MOCTOAHHOr0 XpaHeHWA Haj HavMeHOBaHWeM OpraHu3aunn ykasbiBaeTcs
HauMeHOBaHWe roCyAapCTBEHHOrO (MYHWUUMNANbHOr0) apxmBa, MCTOYHMKOM KOMMNEKTOBAHMUA
KOTOPOro BbICTYyMaeT opraHu3auus.

8.37. MNpun oopmneHnn 06N0XKM fena:

HaMMeHOBaHWe BbILIECTOAWEN opraHusaumm (opraHusauumn-yupeauTtens), npu ee Haamyuw,
YyKa3blBaeTCs MOSIHOCTbHO B MMEHWUTENIbHOM Najexke, Nof MOo/HbIM HavMeHOBaHWeM B CKOOKax
yKa3blBaeTCcs o(uLnanbHOe MPUHATOE COKpPaLLeHHOe HaMeHoBaHve (Mpy ero Hannuuw);
HauMeHOBaHWe opraHun3aunn ykKasblBaeTCs MOSHOCTbIO, B MMEHUTE/IbHOM Majexe, C yKasaHuem
oMuUnanbHO MNPUHATOTO COKPALLEeHHOro HauMeHoBaHWA (MpU  ero  Haauuummn), KoTopoe
yKa3blBaeTCs B CKO6Kax Mmocne rnoaHoro HaMeHoBaHus;

HauMeHOBaHWe CTPYKTYPHOrO MogpasfeneHns YKasblBaeTCAa MO/HOCTbIO B COOTBETCTBUM C
YTBEPXAEHHOW CTPYKTYpoW opraHmsauum (Mpu  HaIMyMM COKpaWeHHOro HaMMeHOBaHUSA
CTPYKTYPHOI0 nojpasfeneHns OHO YKasblBaeTca B CKOOKax);

WHAEKC fiena NpoCcTaBNfeTCq B COOTBETCTBMU C HOMEHK/IATYPOI AieNl opraHm3auum;

3aro/N0BOK [ieNa NepeHoCUTCA U3 HOMEHK/ATYpbl e/l opraHusauumn (B HE06X0AMMBIX Clyyasax B
3aro/I0BOK BHOCATCA YTOUHEHUSA);

patbl gena (rog(el) 3aBefjeHNs U OKOHYaHUA fena B 4en0npon3BoACTBe).

2 lMpunoxeHna N 8, 27, 28 k Mpasunam xpaHeHUS.
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Mpy W3MEHEHUW HaUMEHOBaHWA OpraHu3auuM WA MNoApasfefieHns B TeyeHMe nepuoja,
0XBaTblBAEMOr0 [OKYMeHTaMW fJena, WAW Mpu Mepejaye fena B APYroe nogpasfeneHue Ha
06N10XKe fiefia Nnof NpexHWM HavMeHOBaHVEeM YKa3biBaeTCa HOBOE HaVMeHOBaHWe opraHusayuu
(nogpasgeneHuns), a NpexxHee HaMMeHOBaHMe 3aK/K04YaeTCa B CKOOKMW.

WHpaekc gena v 3arofioBOK fefnia MepeHocATca Ha 06/10KKYy M3 HOMeHKnatypsl gen. Ecnu geno
COCTOMUT W3 HECKONbKUX 4YacTeid, Ha O06M0XKKY KaK[Oro Ttoma (4acTu) BbIHOCMTCA 06 WA
3arof0BOK fefia ¥ 3arofloBOK KaXAon 4acTu (Mpu ero Hanm4vmm).

[aToli gen, cofepXalmx pacnopsauTesibHY0 AOKYMEHTaLMio, a Takxe f[ef, COCTOAWMUX U3
HECKO/IbKUX TOMOB (4acTei), ABNAKOTCA KpaliHWe faTbl JOKYMEHTOB Jena, TO eCTb Aatbl (Yncno,
Mecsiy, roj) peructpauuu (CocTaBfieHWs) Camoro paHHero M camoro no3gHero AOKYMEHTOB,
BK/MKOUYEHHbIX B Aeno. [pn 3ToM AeHb Mecsiua (ABa 3HakKa) U rof (4YeTbipe 3HaKa) 0603HaYaroTCs
apabckumuy umppamu, Ha3BaHue mMecsaua NULeTCcs C0BOM. Ecnv B Aen0 BKIHOYEHbI JOKYMEHTHI,
[aTbl KOTOPbIX BbIXOAAT 3a KpalHue fatbl Aena, TO Noj fatamu fena, ¢ HOBO CTPOKMW [enaeTcs
3anuce: "B pene MMeroTCA AOKYMEHTHI 3a .. rog(el)". [aTbl fena MOTyT He yKa3blBaTbCA Ha
06N0XKe Aen, cofepxalwux, HarnpvmMep, rogosble MnaaHbl M OTYETHI, TAK KaK OHM OTpaXarTcs B
3aronoBKax fen.

[atamu fena, cofepxaliero npoTOKO/bl 3acefaHnin, ABNAKOTCA AaTbl MEPBOro W MOC/eLHEro
npoTOKONa.

KpaiHumu patamu NUYHOTO fena SABAAOTCA [aTbl NOAMWCAHWA MNpukasa o npueme (mpu
HanMuuu TPyLOBOro [OroBopa - faTa 3ak/itloyeHUs TPyAOBOro Aorosopa) M rnpukasa 06
YBONIbHEHUWN NlMLA, Ha KOTOPOe OHO 3aBefieHO. B criyyae cmepTu fiMua, Ha KOTOPOe 3aBefieHO
[eNno, KOHeYHO JaTow ABNseTCA faTta JOKYMeHTa, U3BeLLatoLLero 0 ero KOHYMHe.

PeKBU3UT "CPOK XpaHeHUA Jena” rnepeHoOCMTCA Ha 0BNOXKY fAefna M3 HOMeHKNaTypbl Aen nocre
CBEPKW €ro CO CPOKOM XpaHeHWs, YKa3aHHbIM B MepeyHe TUMOBbIX [OKYMEHTOB Wi/ B
BEJOMCTBEHHOM MNepeyHe JOKYMEHTOB, C yKa3aHNeM CPOKOB XpaHeHus.

Ha genax noCTOAHHOrO XpaHeHusa nuweTca: "XpaHUTb NMOCTOAHHO".

8.38. o OoKOHYaHUKM rofa B HafNMUCK Ha 06/10XKKax Aen MOCTOAHHOro U BpeMeHHbIX (CBbiwe 10
NEeT) CPOKOB XpaHeHUs BHOCATCA YTOYHEHWUA: NPy HECOOTBETCTBUM 3aro/ioBKa Aef Ha 06/10XKe
COLEPXAHMIO MOALWNTLIX LOKYMEHTOB B 3aro/ioBOK fiefla BHOCATCA M3MEHEHUA W [AOMOHEHNS.
HaumeHOBaHUA opraHusauum v nofapasfeneHuns, rog M HOMep Aena MOTyT MpoCTaB/sATbLCA Ha
06/10)KKe C MOMOLLbIO LuTamna.

8.39. B uenax obecneyeHns COXpPaHHOCTU U 3aKPemnieHNs NopsaAKa pacrnosioXeHns JOKYMEHTOB,
BK/IIOYEHHbIX B [eflo, BCe €ro /UCTbl, KPOMe J/INCTa 3aBEpUTENs W BHYTPEHHeW onucwy,
HyMepytoTca apabCkumu undpamn BasoBON Hymepauwuein. JINCTbl HYMepyrTCS rpauToBbIM
KapaHfawom uan HymepaTopom (ynoTpe6fieHMe 4epHUN W UBETHbIX KapaHpjawen ans
HyMepaunn INCTOB He AOMYCKAeTCA) CBEPXY BHU3, LUPbI MPOCTAB/AIOTCA B MPaBOM BEpPXHEM
yrny nincTa, He 3aJeBas TeKCTa AOKyMeHTa. JICTbl BHYTPEHHEN ONUCU HYMePYHTCSH OTAENbHO.
NncTbl gen, cocToALMX U3 HECKONbKUX TOMOB MM YacTel, HYMepyrTCa No KaXAoMy TOMY UK
4yacTu OTAeNbHO.

[LOKYMeHTbI C CO6CTBEHHONW HyMepaLuein TMCTOB HYMepYHOTCS B 06LEeM NOPALKe.

Nnct noboro dgopmata, MOAWMTBLIA 32 OAUH Kpai, HymepyeTcs KakK OAWH NUCT B MNpaBOM
BepxHeM yrny. COXeHHbI NUCT pa3BopavymMBaeTcs M HYMepyeTcs B MpaBOM BEPXHEM Yrhy.
JINCT, CNOXeHHbIA 1 NOAWMUTLIA 32 CepefuHy, NMOLNEXWUT NepellnBKe U HYMepyeTcs KakK OAWH
JINCT.

Ecnv B [eno nogwuT KOHBEPT C B/IOXKEHMEM, CHavana HYMepyeTcsa KOHBepT, a 3aTeMm
O4YepefHbIM MOPSAAKOBbLIM HOMEPOM KaXK[0e B/IOXXEHNE B KOHBEpPTE.

Ecnn B Hymepauuu nucTos gonyuieHo 6onee 10 owmn6boK, BCe Aeno HymepyeTcsa 3aHOoBO. [Mpwu
3TOM CTapble HOMepa 3a4epK1BalTCA, U PAAOM CTaBUTCA HOBbIV HOMEP UCTA.

Mpy HanMynm OTAENbHbLIX OWMOOK B HYMepaunn TNCTOB AOMYCKAETCA ynoTpebieHne NMTEPHBIX
(c 6yKBEHHbIMW AOMNONHEHUSAMW) HOMEPOB JINCTOB.
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8.40. lMocne 3aBeplieHNs HyMepauuu NUCTOB COCTAaBNSETCA /IMCT-3aBEPUTENb Aena, KOTOpbli
pacrnofiaraeTca B KOHUe fena. B nucrte-3aBeputene umdpamym M MNPOnNUCbiO yKasblBaroTCA
KO/INYeCTBO /INCTOB B [AHHOM fefie, 0CO6EHHOCTU OTAe/IbHbIX AOKYMEHTOB (HEACHbIA TeKCT,
paspbIBbl, CKNENnKM).

NncT-3aBepuTens Aena NOANUCHLIBAETCH €ro COCTaBUTENEM C YKa3aHWeM AO0/XKHOCTU, MHULMaN0B
n pamuanm, fatbl COCTaBIEHUS.

KonnyecTso NUCTOB B fefie, YKa3aHHOE B /INCTe-3aBEpPUTEsie fena, NPOoCTaBIAeTCAa Ha 06/10XKKe
Jena.

Ecnu feno nepensieTeHo 1 NoAWMNTO 6e3 MCTa-3aBepuUTeNA, TO COCTAB/IEHHbIN NUCT-3aBEPUTESb
NOAKNENBAETCA K BHYTPEHHEN CTOpPOHE 3aAHel 0610XKKN fena.

8.41. Ons yyeTa AOKYMEHTOB ONpefeneHHbIX KaTeropnin MOCTOSHHOIO M BpeMeHHOro (cebiwe 10
NneT) CPOKOB XPaHeHWs, yyeT KOTOpPbIX BbI3BaH CNeuuUKOA [LOKYMEHTauuW, BK/OYEHHON B
[eno, COCTaB/NAETCA BHYTPEHHAA ONUCbL JOKYMEHTOB fleNa, NoMeLLaemMas B ero Hayasno.
BHYTpeHHAs onucb BK/OYaeTCA B [efna, MMerowmre 0cobyH 3HAYMMOCTb, a Takxe B [ena,
C(hOPMMPOBAHHbIE MO BUAAM [LOKYMEHTOB, 3ar0/IOBKM KOTOPbIX HE PACKPbIBAOT KOHKPETHOIO
CofepXaHuns LOKYMEHTOB.

BHYTpeHHAs onucb LOKYMEHTOB [ena COCTaB/IAETCA TakKXe Ha 00beMHble Aefnia NOCTOSAHHOIO K
BpPeMeHHbIX (CBbilwe 10 neT) CPOKOB XPaHEHWS B Lenax yyeta U ObICTPOro HaxoXAeHus
LOKYMEHTOB B fiefie.

B KOHLEe BHYTpeHHeil onucu ykasbliBaeTcs LudpaMy U NPONMUCHI0 KOIMYECTBO BKJIIOYEHHbIX B
Hee JOKYMEHTOB U KOIMYECTBO JINCTOB BHYTPEHHEN Onucm.

BHYTpeHHAs onncb AOKYMEHTOB [ena NoAMUCbIBAeTCA COCTABUTENIEM C YKa3aHUEM AOJ/IXKHOCTH,
NHULMAN0oB 1 amuinm, AaTbl COCTaBIEHNS.

Ecnn peno nepensieTeHO U MOAWMTO 6e3 BHYTPEHHeW onucu, TO COCTaB/ieHHas BHYTPEHHAS
OMUCb NOAKNENBAETCA K BHYTPEHHE CTOPOHE NNLEBOIN 06/10XKKN Aena.

8.42. 10KyMeHTbl NMOCTOAHHOIO, BpeMeHHbIX (CBbiwe 10 neT) CPOKOB XpaHEHUA M MO INYHOMY
cocTaBy, COCTaB/ifloWMe Leno, NOMELLAKTCA B TBEPAbIe 06M0XKN U3 KapTOHa, MOALWMBAKTCA B
yeTblpe NMPOKO/A WX MepensieTatoTCA C y4eTOM BO3MOXHOCTM CBOBOAHOrO YTEHUS TEKCTA BCEX
[LOKYMEHTOB, faT, BM3 W pe3o/iiouuii Ha HUX. Pe3onioumuM pyKOBOACTBA, COCTaB/EHHble Ha
OTAENbHbIX NCTax, MOMeLLalTCa nepes AOKYMeHTOM. [lpu MOAroToBKe [fen K MOfALUBKe
(nepenneTy) NpoBepsaeTcAa NPaBUILHOCTL UX (DOPMUPOBaHUA, ODOPMJIEHNSA, BCE MIACTUKOBbIE U
MeTa//INYeCKne KpernseHus, a Takxe TepMonepeneTsbl U3 JOKYMeHTOB yAansaoTcs.

[ena NOCTOAHHOr0 XpaHeHus, COCTOoALMe U3 0COB0 LEHHBbIX UM He)OpMaTHbLIX LOKYMEHTOB,
MOTYT MPUHMMATLCA Ha XPaHeHWe B 3aKpbiTbiX TBEPAbIX MNankax C TPeMsA KnarnaHamu u C
3aBA3Kammn UM B KOpPo6Kax.

8.43. TloArotoBka 3/MeKTPOHHbLIX [AOKYMEHTOB K nNepejaye B apXuB  OpraHusauumu
OCYyLLeCTB/IAeTCA CTPYKTYPHbIM nogpasfesnieHnem opraHusaumu - BnafesibLuem
COOTBETCTBYHOLWEN MHPOPMALMOHHON CUCTEMbI COBMECTHO C NoapasgeneHnem (Cneynanmnctom),
obecneynBaloLLMM PYHKLNOHUPOBaAHNE NHPOPMALMOHHON CUCTEMBI.

8.44. Tlpn nNOArOTOBKE 3/IEKTPOHHLIX [AOKYMEHTOB, OTOOpaHHbIX K Mepefjaye B apxuBs
opraHu3aunn, BbIMOMHANTCA CefyloL e OCHOBHbIE NpoLeAypbl paboThbl C JOKYMEHTAMMU:
KOHBepTaLua 3/IEKTPOHHOI0 JOKYMeHTa B (popmMaT apXmMBHOTO LOKYMeHTa33,

(hopMupoBaHMe B UH(OPMALMOHHON cCUCTEMe OpraHu3aLuu 3NEeKTPOHHbLIX e, ABNAKLWMXCA
COBOKYMHOCTbHO KOHTEWHEPOB 3/IEKTPOHHbIX [LOKYMEHTOB WM KOHTEAHEpPOM 3/1eKTPOHHOI0
[JOKYMEHTa, BK/OYalOWEM: KOHTEHT W MeTafaHHble 3/1eKTPOHHOIO [JOKYMeHTa, (aitsbl
3M1EKTPOHHbIX NOAMWCEN U BU3YaNInU3MPOBaHHY KOMUIKO TEKCTOBOIO 3/1eEKTPOHHOIO AOKYMEHTa B
(hopmaTte PDF/A3232323;

(hopmMupoBaHME OMUCK 3/TIEKTPOHHbLIX [N, AOKYMEHTOB CTPYKTYPHOIO NoApasfeNneHuns;
MUTpaLna 3M1EKTPOHHBIX JOKYMEHTOB Ha (hM3MYeCKN 060COBNEHHBbIE MaTeEpUasibHble HOCUTENN,
ecnn  [OKYMeHTbl MnepejawTca B  apxuMB  oOpraHuMsauum He N0 WH(OPMALUOHHO-
KOMMYHVKaALMOHHbIM KaHanam;

BIyHKT 4.34 MNMpaBun XpaHeHns.
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NMpoBepKa BOCMPON3BOANMOCTU 3NIEKTPOHHBIX JOKYMEHTOB;
MpOBepKa 3/IEKTPOHHbIX JOKYMEHTOB Ha Ha/M4yne BPeAOHOCHbLIX KOMMbIOTEPHBIX NMPOrpaMm;
NOATBEPX/EHME LEeNOCTHOCTU 3/1eKTPOHHOIO Jefla 3/IEKTPOHHOW MNOANUCHI0 PYKOBOAMTENA
CTPYKTYPHOTrO  noppasgeneHns  (MHOro  YMo/HOMOYEHHOro  fivua), OCYLLEeCTB/IAIOLWErO
MOArOTOBKY 3/IEKTPOHHbLIX AOKYMEHTOB K Nepefaye B apxmB opraHu3aluu.

8.45. ONeKTPOHHbIE [OKYMeHTbl MepefalTcs B apxusB oOpraHusaumMy no WH(OPMaLMOHHO-
TeNeKOMMYHUKALMOHHON CeTh MU Ha (hU3NYeCKU 060CO6/1EHHBIX HOCUTENAX B COOTBETCTBUN C
YCTaHOBJ/IEHHbIMU nNpaBunamn3?, 6e3 COXpPaHEHWA [aHHbIX 3/IEKTPOHHbIX [OKYMEHTOB B
COOTBETCTBYHOLWUX NHHNOPMALMOHHBIX CUCTEMAX.

8.46. Onwucu pfden COCTaBAAKTCA B CTPYKTYPHbIX nNofgpasfesnieHnMax opraHusauum nog
MeToANYeCKMM pyKoBoAcTBOM CnyX6bl Aefonpon3BoACTBa.

Onucuy fen cocTaBnATCA OTAE/NIbHO Ha fefia NOCTOAHHOI0 XPaHeHWs; Aefla BpEMeHHbIX (CBbILLe
10 neT) CpOKOB XpaHeHUd; fefla Mo JIMYHOMY COCTaBY, 3/1IEKTPOHHbIe fAefa, a TakXXe Ha fena,
COCTOALLME U3 JOKYMEHTOB, XapaKTepPHbIX A8 AaHHOW opraHu3aunu (cynebHble, CnefCTBEHHbIE
Jena, Hay4Hble OTYEThI M0 TeMam).

Onucu fen CTPYKTYpHbIX NoApasjenieHnidi COCTaBNAKTCA N0  (hopMam, YCTaHOBJIEHHbIM
MpaBunamu xpaHeHns34.

Mo onucsam gen CTPYKTYPHbIX NOApa3feneHnin JOKYMeHTbI NepefalTca B apXvB opraHm3auum.
Ha fgena BpemMeHHbIX CPOKOB XpaHeHusa (40 10 net BKIKOUYMTENLHO) OMUCK HE COCTaB/IAKTCA, U B
apXxuB Takue fena He nepefaroTcs.

Mpw Hannuun B opraHusauun C3[ onucy Len YOPMUPYHOTCA B CUCTEME.

8.47. Onucu fgen CTPYKTYPHbIX NOApa3feneHuin npeAcTaBNAlOTCA B apXMB OpraHu3auun He
paHee, yem 4epe3 OAWH rof4, WU He MO3JHee, YeM 4epe3 TPW rofa nocfie 3aBeplUeHMa [eN B
[enonpon3BoACTBeE.

8.48. OrtpgenbHaa onucb nNpeactaBnseTr CcobOM  nepeyeHb OMWcaTeNbHbIX CcTaTeld C
CaMOCTOSITENIbHON  MOPSAKOBOW  Hymepauueid, Kaxpgas W3 KOTOPbIX AO0/MKHa BK/AKYaTb
cnegyolime cBefleHNs:

NopsAKOBbLI HOMep fAena no onucu;

WHAEKC fena;

3arofioBOK fiena;

KpaliHue aatbl gena;

KO/MYECTBO INCTOB B fene;

CPOK XpaHeHUs fena;

npUMeYaHus.

8.49. lMpwu coctaBneHUn onucKU fen CTPYKTYPHOro nogpasgeneHus cobnogarTcsa clefyrowmne
TpeboBaHuA:

3arofIoBKM [ieN BHOCATCS B OMWUCb B COOTBETCTBUM C MPUHATON CXEMOW cucTemaTusauuu pen,
3aKpenneHHol B HOMeHKNaType fen;

KaX[j0oe [eNno BHOCUTCA B OMWUCb MO CamMOCTOATE/IbHbIM MOPALKOBbLIM HOMepoM (ecnv [eno
COCTOUT U3 HECKONbKUX TOMOB W/IN YacTel, TO KaXAblii TOM WAN 4acTb BHOCATCA B OMNUCb NOA
CaMOCTOATE/IbHBIM HOMEPOM);

NopsAoK HyMepauuun aen B OMUCK - BaNOBbIA;

rpagbl onucy 3anofiHAKTCA B COOTBETCTBUM C TEMWU CBEAEHUAMW, KOTOPblEe BbIHECEHbI Ha
06/10XKY fena;

npu BHeCeHWW B onucb noapsas fen (ToMoB, yacTeil) ¢ OLMHAKOBbIMY 3aro/0BKaMy 3arofioBKu
Bcex fen (TOMOB, YacTei) MULWYTCA MOMHOCTbIO; NPY BHECEHWUM B OMWUCb MOC/ELHEr0 3aro/ioBKa
nob6asnsetca cnoso "lMocneaHnin");

rpatha onucy "TpumevaHusa™ MCNofb3yeTca ANA OTMETOK O NpuemMe Aefl, O0COBEHHOCTAX WX
(hM3n4eCcKOro cocTosHMA, 0 nepegade Aen LPYruM CTPYKTYPHbIM MOApasfefieHnemM CO CCbISIKOW
Ha akT, 0 HaMYuUU KOnuii.

AMpunoxeHunsa N 23, 24 K MpaBunam XpaHeHWA.
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8.50. lNepen BHeceHWem 3aro/iOBKOB [en B OMWCb MPOBEPAHTCA KayeCTBO (DOPMUPOBAHUA U
opopm/ieHns fLen, COOTBETCTBME KONIMYECTBA fe/l, BHOCUMbIX B OMUCb, KOJIMYECTBY 3aBefieHHbIX
[en No HOMeHKaType Aen opraHnsaunm.

B KoHLUe onwucy BCnef 3a NocnefHeid onucaTesibHOM CTaTbeil 3an0/IHAETCA UTOroBas 3anucb, B
KOTOpOM YyKasbiBawTCca (UMdppamMn M NPOMUCLIO) KOMMYECTBO [efl, UYMCAAWMUXCA MO OMNuUcH,
nepBbln N NOCNefHWUI A HOMepa [ien No ONMWCK, a TakXe 0roBapmMBatoTCA 0COGEHHOCTU HyMepaunu
[en B ONUCK (NNTEPHbIE HOMEpPA M MPONYLLEHHbIEe HOMEPA).

8.51. [lopAagoK MPUCBOEHUA  HOMEpPOB  OMWUCAM  [enl  CTPYKTYPHbIX — noApasfeneHuii
yCTaHaB/IMBAETCA MO COriiacoBaHUIO C apXnBOM OpraHusaLmu.

8.52. Tpun cocTaBfieHNN ONUCK 3NEKTPOHHBIX [eN B ONUCb BK/IOYAKOTCA:

NOpsAAKOBbI HOMEP 3/1IEKTPOHHOTO Aena no onwucw;

WHIEKC 3M1eKTPOHHOTIO fena;

3aro/0BOK fena;

farta gena (Toma, 4acTtu);

CPOK XpaHeHusa fena;

06beM 3M1eKTPOHHOI0 Aaena B M6;

NnprYMeYyaHuns.

B cocTtaBe onucu 3nekTpoHHbIX Aen B COJ, hopmMupyeTcs peecTp 3NEKTPOHHbLIX AOKYMEHTOB
(KOHTeliHepOB 3/M1eKTPOHHbIX AOKYMEHTOB), B KOTOPOM YKa3blBalOTCH CBEAEHNA 06 3NEKTPOHHbIX
OOKYMEHTax, BK/IIOUYEHHbIX B KaXX0€ 3/IeKTPOHHOE [efo.

8.53. Onwncu fgen  CTPYKTYPHOro  nofpasfefieHns  NOAMUCHLIBAKOTCA  PYKOBOAUTESNIEM
nogpasfeneHuns, cornacosbiBaloTcad K CTPYKTYpHOro mnogpasfeneHvs (npu ee Haamyum) u
Cnyx60li fenonpon3BoacTBa. PeecTp 3/IeKTPOHHbIX LOKYMEHTOB, ABAAIOWMUIACA NPUNOXEHUEM K
OMWUCKU  3NIEKTPOHHbLIX [OKYMEHTOB, [MOAMNUCbIBAETCA COCTaBUTE/IEM peecTpa C YKasaHWeM
OO/DKHOCTU, UHULMAN0B, PamMuinm, fatbl COCTaBNEHUS.

8.54. Onucu pen CTPYKTYPHOro MOApasfeneHns opraHusaumm CcocTaBfsalTCAa B [ABYX
3K3eMniapax Ha 6yMaxHOM HOCuTene, OANH U3 KOTOPbIX MepefaeTcs BMECTE C [eflaMy B apXuB
opraHu3aumuM, a BTOPOM OCTaeTcs B KayecTBe KOHTPO/IbHOIO 3K3emMnispa B CTPYKTYPHOM
nogpasseneHnn. B apxvB opraHusaumu TakXke nepefaeTcd Mo 3K3eMNAspy onucein pgen B
3/IeKTPOHHOM BuWAe B pefakTUpyeMoMm dopmarte ANS MCNOMb30BaHUS B JajbHeillem Ans
MOArOTOBKM apXMBHbIX ONUCeR Aen, JOKYMeHTOB (r0L0BbIX pa3fesnos).

8.55. [ena nepefatoTca Ha XpaHeHWe B apXuMB oOpraHusauuMmM B COOTBETCTBUM C rpadukom
nepefayn  OOKYMEHTOB, YTBEPXAEHHbIM  PYKOBOAWTENIEM  OpraHusaumm  UaM  UHbIM
YNO/THOMOYEHHbIM UM  JIALOM W COr/laCOBaHHbIM C PYKOBOAUTENAMWU  CTPYKTYPHbIX
noapasaeneHunii.

8.56. [lena NOCTOAAHHOTO W BPeMeHHbIX (CBbiwe 10 NeT) CPOKOB XpaHeHUd, AOKYMEHTbI Mo
JIMYHOMY COCTaBY, 3/1IEKTPOHHbIE LOKYMEHTbl MepefatoTcsa B apXMB OpraHn3aunm He paHee, Yem
yepes rof, v He Mo3fHee, Yem Yepes TPU rofa nocse 3aBepLleHns nx B Ae0MNpon3BOLCTBe.

8.57. Tllepepavya fen B apxuB opraHusauuyM MPOU3BOAUTCA MO OMNUCAM [fefl CTPYKTYPHbIX
nogpasgeneHuni.

8.58. YNONHOMOYEHHbIA paboTHUK apxuBa MpPoOBeEPSeT MpPaBUIbHOCTb O(OPMIEHUA U
(hopMupoBaHus Aen, NpaBUbHOCTb COCTaBEHWA ONWCeN [efl, COOTBETCTBUE KONM4YecTBa fAen,
BK/IIOYEHHbIX B OMWUCb, KOIMYECTBY fJefl, CHOPMUPOBAHHbLIX B COOTBETCTBUM C HOMEHK/ATYPOil
aen.

BbifiBieHHbIE NMPU MPOBEPKE HEAOCTATKU B (POPMUPOBAHMW W OOPMIEHUMN [enl paboTHUKU
CTPYKTYPHOTO nojpasjeneHns 06a3aHbl yCTPaHUTb B IBYXHEAe/bHbI/ CPOK.

8.59. Tpmem Kaxporo fJena B apxus opraHusaumm nNpou3BOAMTCA B MPUCYTCTBUU
LEenonpov3BoaMTENsd CTPYKTYPHOTo nogpasgeneHuns. MNpy aToM Ha 060MX 3K3eEMMigpax Onucu
MPOTUB KaXAO0ro fena, BK/IOYEHHOrO B Hee, fefiaeTca OTMETKA O Hanuuuu fgena. B KoHue
KaXJoro 3ak3emnispa OMWCM B WTOrOBOM 3anucCK YyKasbiBaeTcs LuppaMu U MPOMUCHI0
KOMIMYECTBO (PAKTMYECKU MNPUHATLIX B apxuB fen, B TOM YMCNE 3NEKTPOHHbIX, HOMepa
OTCYTCTBYIOLWNX Aef, AaTa npuemMa-rnepefayun fen, a Takxke nognucy nvua, OTBETCTBEHHOrO 3a
apxuBs, 1 nvua, nepefasLlero gena.
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WTorosas 3anucb MOATBEPXAAETCA MOAMUCAMW  COTPYAHUKA apxuBa W COTPYAHUKA
(nenonponssoanTens) CTPYKTYPHOro nofpasfeneHus, nMepefasBllero jgena Ha 6yMaKHOM
HOCUTENE N 3NEeKTPOHHbIe Aena.

8.60. MNMepepaya 3NeKTPOHHLIX LOKYMEHTOB B apXMB OpraHu3auuy npon3BOANTCSA HA OCHOBAHMUM
onucel 3NeKTPOHHbIX fen N0 MH(HOPMaLNOHHO-TENIeKOMMYHUKaLUOHHON ceTn (Mpu Hannuuuu B
apxvmBe opraHusayuMy MHMOPMALMOHHON CUCTEMbI) WM Ha (U3MYECKM 060C06NEHHbIX
mMaTepmasnbHbIX HOCUTENAX, KOTOpble MPEACTaBAAKTCA B ABYX UAEHTUYHbBIX 3K3eMnispax.

8.61. B cnydyae nuKBugaunm MnuM peopraHmsauum CTPYKTYPHOro nojpasfesieHns opraHusaumnu
[eNonpon3BoANTENb MOAPa3fe/ieHns B Nepuos MNpPoBefeHUS NIMKBULALMOHHBIX MeponpusaTuii
(hopMupyeT BCE MMEIOLMECA AOKYMeHTbl B Aena, 0hopMAseT fena v nepefaer MX B apxus
opraHusaunn, He3aBMCMMO OT CPOKOB XpaHeHUd. [Nepegaya fen OCYLLECTBAAETCA MO ONUCAM Aen
N HOMEHKNaTtype fen.

8.62. Ha fena c UCTEKLWINUMU CPOKaMU XpPaHeHUsa B CTPYKTYPHbIX MogpasfeneHnax opraHusaumnm
COCTaB/AKTCA MNPeAioXEHNA K aKTy O BbIAeIEHUN K YHUYTOXEHUIO [OKYMEHTOB, He
nognexatyux xpaHeHuto (no hopme, ycTaHOBNEHHOIA MpaBunamu xpaHeva35.

Ha ocHOBe npeasioXXeHUn CTPYKTYpHbIX nogpasgeneHuin  Cnyxba [LenonpousBoACcTBa
OpraHM3auum cocTaBfisieT aKT O BbIAE/IEHUN K YHUYTOXEHWIO AOKYMEHTOB, He MOAJMEXaLinx
XPaHeHWIO, Ha fJena BCeil opraHu3auum no TOW Xe ¢opme. 3arofoBKM OAHOPOAHLIX Aen,
OTO6PAaHHbLIX K YHWUUYTOXEHWIO, BHOCATCA B akT noj OoOWwuM 3aroNoBKOM C YKasaHWEM
KO/IMYecTBa Aen, OTHECeHHbIX K JaHHO rpynne.

8.63. [lena BKAHOYAOTCA B aKT O BblAENIEHUN K YHUUYTOXEHUIO [AOKYMEHTOB, He MnoA/exatymnx
XPaHEHWI0, eCNN NPeayCMOTPEHHBIN 415 HUX CPOK XPaHEHUs UCTEK K 1 AHBaps roga, B KOTOPOM
cocTaB/fieH akT. Hanpumep, 3akoH4yeHHble B 2016 rogy fena ¢ 3-1eTHUM CPOKOM XpaHeHus,
MOTYT 6bITb BK/KOUYEHbI B aKT, KOTOPbI 6yAeT cocTaBneH He paHee 1saHBapsa 2020 roja.

8.64. [ena c oTtmeTkoi "OMK"3H6 nopnexar NOAUCTHOMY MNPOCMOTPY B LENAX BbIAB/NEHUSA
[OKYMEHTOB, NMOAJeXawnx NoCTOAHHOMY XPaHEHUIO. BbifBfIeHHbIe B TaKUX fenax AOKYMEHTbI
MOCTOAHHOIO XpaHeHWs BbIAENATCA W MPUCOEAMHAKTCA K OLHOPOAHbIM JAefiaMm  Uau
(hopMUpYIOTCA B CAMOCTOATE/NbHbIE Aena.

OcTanbHble JOKYMEHTbI gena ¢ oTMeTKoi "OMNK" BkAoYaloTCA B akT, Npn 3TomMm oTmeTka "IMK"
B aKTe He yKa3blBaeTCH.

8.65. AKT 0 BbljefleHUM K YHUUYTOXEHUIO [OKYMEHTOB, He nofnexawmx XpaHeHuto,
npeAcTaBfigeTCcA Ha paccMOTpeHWe W cornacosaHue 3K OLHOBPEMEHHO C OnNuUcaMW fen
MOCTOAHHOI0 XpaHeHUs 1 Mo IMYHOMY COCTaBy.

8.66. AKT 0 BbIJeNEHUN K YHWUYTOXEHUIO [OKYMEHTOB, He MOANEXAWMNX XPaHEHUIO,
YTBEPXAAETCA  PYKOBOAMTENEeM opraHusauum nocne yrtBepxgeHua 3K  apxmsHOro
YyUpexaeHus, TrOoCYAapCTBEHHOrO0 WM  MYHULWMNANbHONO apxusa B COOTBETCTBUU C
npejocTaB/ieHHbIMU €My MO/HOMOYUSAMMK OMUCEN [en NOCTOAHHOIO0 XPaHEHUA W COrnacoBaHus
onucel Aen no UYHOMY COCTaBy, MOC/e 4Yero fena, BblAeNeHHble MO aKTy K YHUUYTOXEHUIO,
MOTYT ObITb YHUUTOXEHBI.

8.67. [Jena, noAanexaiwyuMe YHWUYTOXEHWUIO, MNepefalOTcAd Ha nepepaboTky (yTunamsaumio).
Mepenava gen oopmaseTcs NPUEMO-CAATOUYHON HAKNaaHOIA.

[Mocne YHWYTOXEHWA [efl B HOMeHKfiaTtype [fen MnpoCcTaBfAlTCA OTMETKMW, 3aBepsemble
nognuceto cneymanucta Cny>6bl 4enonpon3BoACTBa, U AATOIA:

"YHuutoxeHo. Cm. akT N oT .Moanuck, nHULManbI, hammunns™.

8.68. ONEKTPOHHbLIE AOKYMEHTbl C WUCTEKLWIMMK CPOKAMW XPaHEHWUA NOAMEeXaT BblLENeHU0 K
YHUUYTOXEHUIO Ha 06LWMX OCHOBAaHWAX, MOCME YEro MpPOBOAUTCA UX (PM3NYECKOE YHUYTOXEHME
WNN YHUUYTOXEHME MPOrpaMMHO-TEXHUYECKUMU CPefCTBaMy C COOTBETCTBYIOLWE OTMETKOM B
aKTe O BblJENEHNN K YHUUTOXEHUIO 31EKTPOHHbLIX JOKYMEHTOB.

I lMpunoxeHne N 21 k NpaBunam xpaHeHUS.

HOTMeTKa "AMNK™ 03HaYaeT, YTO YacTb JOKYMEHTOB MOXET 6bITb OTHECEHA K CPOKY XpaHeHUs! "'rMoCcTOsHHO"
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ONeKTPOHHbIE [JOKYMEHTbl CUMTAKOTCA YHWUYTOXEHHbIMW, €CNN WX Henb3s BOCCTaHOBUTL
cpeacTBaMu MHPOPMALMOHHOW CUCTEMbI Ha HOCUTENAX UH(OPMaLMK U U3 Pe3ePBHbLIX KOMUIA.
8.69. AKTbl 0 BbleNIeHNUN K YHUUTOXEHUIO [OKYMEHTOB, He MOAMeXalnX XpaHeHNo, XpaHATcs
NOCTOSAHHO B Aene oHAa.

IX. OpraHusaumna gocTyna K JOKYyMeHTaM U UX NCNONb30BaHUA

9.1. Bblgaya fen, HaxoZaulmxca Ha xpaHeHun B Cnyxbe [Lenonpou3BOACTBA, CTPYKTYPHbIX
nogpasfeneHnax opraHusayuy paboTHUKaM Spyrux nogpasgeneHnin ons 03HakoMaeHus n (unwm)
4N BPEMEHHOro MCMonb3oBaHMA B paboTe nNpou3BOAWUTCA NO 3anpocaM, MOAMUCAHHBIM
PYKOBOANTENEM (3amectuTenem PYKOBOAWTENA) CTPYKTYpPHOTO nogpasfeneHus,
3anpawmusarollero  geno  (LOKYMeHT) ¥ C  paspeweHus  pykosoauTens  Cryxobl
[,enonpon3BoACTBa UM CTPYKTYPHOTO NoApasaesnieHns, JOKYMEHTbI KOTOPOro 3anpalinsarTcs.
9.2. [flena, AOKYMEHTbl BbIAAKOTCA BO BPEMEHHOE MO/Ib30BaHWe pPaboTHUKAM OpraHu3auum Ha
CPOK He 60/iee 04HOr0 MecAua.

ocypapcTBeHHbIM opraHam (CyfebHbIM, MPaBOOXPaHWUTE/IbHbIM, OpraHaMm rocyAapCTBEHHOr0
KOHTPONA W HajA30pa) Aena v OTAe/bHble JOKYMEHTbI BbIAAOTCA HA OCHOBAHUM UX MUCbMEHHbBIX
3arnpocoB C paspelleHns PyKOBOAMTENS OpraHu3auuyv Uam UHOTO YNOSIHOMOYEHHOro UM nnua,
Mo aKTaMm Ha CPOK He 60/ee LWeCcTu MecsLEB.

Mpy HEO6XOAMMOCTM CPOK UCMO/b30BaHUA JOKYMEHTOB MOXET 6bITb NPOAJIEH.

9.3. B nucbmeHHOM 3anpoce pabOTHWKOB OpraHuMsauum O Bblgaye AOKYMEHTOB (gen) BO
BPEMEHHOE NO0J/Ib30BaHMe M3naratoTca NPUYMHbLI, MO KOTOPbLIM 3anpalinBaeTcs Aeno (LOKYMEHT)
M Leflb UCNOMb30BaHUA JOKYMEHTOB, HAXOAALMXCA HA ONEPATUBHOM XPaHEHUMN.

9.4. Ha BbljaHHOE [ieN10 3aBOAMTCA KapTa-3aMecTUTe b, MOMeLaemMas Ha MecTo BbI4aHHOTO Jena.
B Hell ykasbiBalOTCA WHAEKC pfena, AaTa ero Bblgayu, KOMY [efi0 BblgaHO, fata ero
BO3BpaLLeHUs, NpefycmaTpuBaroTca rpadbl A0S NOAMNUCEN B NONYYEHUM U NpUEME Aena.

Ha MecTo wu3bATOr0 NOAAMHHMKA [OKYMeHTa paboTHUK Cnyx6bl [Lenonpou3BOACTBA WU
[0enonpov3BofuTeNlb MOAPa3feNneHns BKafblBaeT B [e/f0 /INCT-3aMecTUTeNlb C YKasaHuew,
Korfa, KOMy ¥ Ha Kakoi CpoK BblfiaH LJOKYMEHT ¥ NOANUCAMMN B MOAYYEHUN U Npueme gena. Mpu
3TOM B [1le/10 NOMELLLAETCA 3aBepeHHasA KONns LOKYMeHTa.

MMocne peweHna Bonpoca, 4718 pacCMOTPeHUs KoToporo gena (LOKYMeHTbI) WM3bIMaiUCb Mo
3anpocam rocyfapCTBeHHbIX OpraHoB, MOA/IMHHUKN LOKYMEHTOB AO/DKHbI ObiTb BO3BPALLEHbI B
opraHunsauuio 1 NomeLleHsbl B 4eso.

9.5. DNIeKTPOHHbIE [OKYMEHTbl, HaxOAALMEeCHd Ha OMepaTUBHOM XpaHeHUM B 6a3ax [aHHbIX
MHPOPMALMOHHBIX CUCTEM, BbIJAKOTCA [N WCMNONb30BaHWA B BUAE KOMWIA 3NEKTPOHHbIX
OOKYMEHTOB B COOTBETCTBUM C MYHKTOM 2.51 MHCTPYKLMW.

9.6. Mopagok foctyna paboOTHMKOB OpraHu3auuMy K LOKYMeHTam, pasmMellaembim B C3[ wnnu
MHON WH(OPMALNOHHON CcUCTeMe, YCTaHaB/MBAaeTCA J/I0Ka/bHbIMW HOPMAaTUBHLIMU aKTaMu
opraHusauuu, onpegensoWMMN NOPAAOK 3JKcnyaTauum WH(HOPMALUOHHON CUCTEMbl, U B
COOTBETCTBMM C MNEPCOHaNbHbIMW YYeTHbIMK 3anucamum paboTHUKoB B C3[ wnm UHON
MH(OPMaLMOHHOW cucTeme.

PaboTHMKaM, He MMEKLWMM MpaBa JOCTyna K COOTBETCTBYHOLLEA MH(OPMALMOHHOW cuUcTeMe,
3/1eKTPOHHbIe [OKYMEHTbl BblAalOTCA B COOTBETCTBMM C NyHKTamm 9.1 - 9.3 uHCTpPyKUuU, Ha
(m3nyeckn 060COBNEHHOM HOCUTENe, BbLICLINAKOTCA MO 3/MIEKTPOHHOMY afpecy paboTHWKA,
3anpalunBaroLLero JOKYMeHT, AN MHbIM 06pa3om.

9.7. B Cnyx6e fenonpon3BoicTBa, CTPYKTYPHOM nogpasgeneHuu, BolgasllemM Aeno (LOKYMEHT)
BeAeTCs YuyeT BblAaHHbIX fefl (LOKYMEHTOB) W KOHTPO/b WX CBOEBPEMEHHOrO BO3BpaTa.
ONeKTPOHHbIe fena (4OKYMEHTbI) BO3BPATY He MOAJeXar.

9.8. PaboTHMKM opraHusauuy 06a3aHbl 06ecneymBaTb COXPaHHOCTb MOMYYEHHbIX BO BPeMEHHOe
nofib30BaHMe [OKYMEHTOB (gefn) Ha OyMaxHOM HOCUTefle W WUCNOMb30BaTb MOJIYYEHHYHO
NH(OopMaLMIo B CNYyXe6HbIX LefigX B COOTBETCTBUN C TPeOOBAHMAMMN NOKa/IbHbIX HOPMAaTUBHbIX
aKToB. 3anpelyaeTcs nepefava MOAYYEHHbIX LOKYMEHTOB MM UX KONWIA paboTHMKaAM Apyrux
noapasaeneHnin nan opraHn3alni.
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9.9. W3bvaTMe (BbleMKa) [OKYMEHTOB, 006pa3oBaBlIMXCA B [eATENbHOCTUM oOpraHusauuu,
NPOU3BOAMTCS B COOTBETCTBUM C 3aKOHOAATEeNIbCTBOM Poccuiickoin denepauun.

9.10. WN3batve (BblemKa) [OKYMEHTOB [MPOU3BOAUTCA Ha OCHOBAHWW  MUCbMEHHOTO
pacnops>keHus  (NOCTaHOB/NIEHMA) COOTBETCTBYHLEro OpraHa BfacTM C  paspeLleHus
PYKOBOAWTENA OpraHu3auum WAM  WHOTO YMOJSIHOMOYEHHOr0 WM J/MUa C  W3BELLEHMEM
PYKOBOAWTENA nojpasfeNieHns, LOKYMeHTbl KOTOPOro M3bIMakTCA.

9.11. ®akKT n3bATUA (BbIEMKWN) LOKYMEHTOB (PMKCMPYETCA B NMPOTOKONE (aKTe) U3bATUA (BbIEMKMN)
[AOKYMEHTOB, KOTOPbIA COCTaBNSETCA He MeHee YeM B [ABYX 3K3eMnnspax W NOoAMUCbIBaeTCH
YNO/THOMOYEHHbIMU MpefCcTaBUTENAMU OpraHu3auMy U COOTBETCTBYHOLLEr0 rocyAapCTBEHHOIO
opraHa. K npotokony (akTy) npunaraetcs onucb (Peectp) U3bATbIX AOKYMEHTOB (gen).

9.12. Tpn wu3bATUM NOLJNHHUKOB [OKYMEHTOB B [e/i0 TMOMELLAETCA 3aBepeHHas Konug
[AOKYMEHTa, Ha 060poTe KOTOPOW yKa3blBaeTC OCHOBaHWe U3bATUA NOAMHHMKA, CPOK BO3BparTa,
Aata u nognucb paboTHWKA, OTBETCTBEHHOIO 3a (hOPMUPOBaHME /U XpaHeHWe fena.

9.13. MOANVHHUK JOKYMEHTA, U3bATLIN U3 Aena Ha OCHOBE COOTBETCTBYHOLLErO peLleHuns, nocne
paccMOTPEHUA M pelleHus BOMpOCca, BO3BpallaeTcs B Aefio, Npu 3TOM KOMWSA, MOMeLieHHas B
[,e510 BMECTO NMOAJIMHHUKA, U3bIMAeTCS.

X. N3roToBsfeHne, y4eT, UCNOb30BaHME U XPaHEHWEe NeYaTen,
WTamMmnos, 61aHKOB JOKYMEHT OB, HOCUTeNel 3/1IEKT POHHbIX NoANucel

10.1. BnaHkn opraHu3auMOHHO-pacnopaAnTeNbHbIX LOKYMEHTOB paspabaTbiBaloTcs Cnyx60i
fjenonpoussofacTtea. Bwuabl  61aHKOB  opraHu3auMOHHO-pacnopaanTesibHbiIX — LOKYMEHTOB,
TpeboBaHWA K WX O(OPMNIEHUIO W UCMNONb30BaHWIO YCTaHaBNUBAKTCA WHAUBUAYANbHOW
WHCTPYKLMEN Mo AeIoNnpon3BOACTBY OpraHu3auuu.

10.2. O6pasybl 61aHKOB AOKYMEHTOB YTBEPXAAKTCSA B COCTaBe MHAMBUAYaNbHOW MHCTPYKLMM
no LefIonpou3BOACTBY WM NMPUKA30M PYKOBOAUTENSA B COCTaBe KOMMaekTa (afibbomMa) 61aHKOB.
10.3. B opraHuszaumMy Ansa  MNOATOTOBKWM AOKYMEHTOB MOTYT MCMO/Ib30BaThbCA  BNaHKK
[JOKYMEHTOB, W3rOTOB/EHHble TUMNOrpagcKUmM Ccnocobom WM CpefcTBaMu  OnepaTUBHOWA
nonurpadgumn.

OpraHusauun Brpase npu MOATOTOBKE [OKYMEHTOB WCMNO/b30BaTh 3/1EKTPOHHbIE LWAab/MOHbI
6/1aHKOB. ONEKTPOHHble WabfoHbl 6MaHKOB [OMXHbI COOTBETCTBOBaTb 06pasuam 6/1aHKOB,
YTBEPXAEHHbIX PYKOBOAMTENEM OpraHu3auuu.

10.4. bnaHKn opraHn3aLOHHO-PaCNoOPAANTENbHBLIX JOKYMEHTOB, NPUMeHsAeMble B opraHusauum,
He MOTyT nepejaBatbCs PYTrMM OpraHm3auusaM, AOHKHOCTHLIM U (DU3NYECKUM NNLAM.

10.5. Cny>x6a genonponsBoAcTBa OpraHu3aLum:

oopmniseT  3aKasbl Ha  M3roToBNeHME  6M1aHKOB  OpraHu3aLVOHHO-PacnopAANTENbHBIX
[LOKYMEHTOB TUMNOrpaCK1Mm cnocobom nam cpefcTsamu onepaTuBHOW Nonurpaui;
OCYLLEeCTB/IAET XpaHeHne 6/1aHKOB OpraHu3aLMOHHO-PacnopALUTeNIbHbIX JOKYMEHTOB U Bblfavy
NX B CTPYKTYPHbIe NoApasfeneHns opraHusauum;

OCYLLECTB/IAET KOHTPO/b 33 MNPaBU/IbHOCTbIO WCMO/Ib30BaHWA 6/1aHKOB OpPraHM3aLuoHHO-
pacnopaanTenbHbIX ,D,OKyMeHTOBs7.

10.6. B opraHusauum B COOTBETCTBUM C PefepanbHbIM KOHCTUTYLUWOHHbLIM 3aKoHOM "O
locypapcTBeHHOM repbe Poccuickoli ¢e,qepaumm"38 N yCcTaBOM OpraHusauun MUCnonb3yeTcs
neyatb C BoOcnpousBedeHMeM [ocypapcTBeHHOro rep6a Poccuitickon depepaumn (panee -
neyatb opraHusayum).

37 InauBuayanbHO MHCTPYKLMel Mo fe/I0NPON3BOACTBY OpraHmM3aLuy MOXeT GbITb NPefyCMOTPEHO BeAeHME
y4yeTa 61aHKOB JOKYMEHTOB.

B desepanbHbli KOHCTUTYLMOHHBIA 3aKOH 0T 25 fekabps 2000 r. N 2-dK3 O [NocygapcTBeHHOM repbe
Poccuiickoin degepauun’ (CobpaHure 3aKoHogaTelbcTBa Poccuiickoi degepaumm. 2000, N 52, cT. 5021; 2002, N
28, cT. 2780; 2003, N 27, cT. 2696; 2009, N 46, cT. 5417; 2011, N 1, cT. 1; 2013, N 30, cT. 4022; 2014, N 11, cT.
1088; 2017, N 52, cT. 7916).
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B opraHu3aumm Takxe MOryT MCMNOMb30BATbCA MeyvaTy NOApasfeneHnin, neyatn Ans Naketos M
OTAENbHbIX KAaTEeropuMini JOKYMEHTOB, a TaKXXe MeTan/IM4ecKme BbDKMMHbIE Meyatn Ans
oneyaTblBaHUS MOMELLEHNIA 1 YA0CTOBEPEHMA CneLmanbHbIX MPOMyCcKOB.

B opraHu3aumm MOXeT WCNOMAb30BaTbCA wWTaMn (WTamnbl) € (akCMMWIbHOW NOAMNUCHIO
PYKOBOAMTENSA U UHBIX AOMXHOCTHbIX JIALL.

MopsAfoK MCMONb30BaHMA LWTaMNOB C (aKCMMWIbHOW MOAMNUCLID PYKOBOAUTENA W UHbIX
JO/MKHOCTHLIX N1y, BMAbl  AOKYMEHTOB, MNOAMUCHLIBAEMbIX (AaKCMMWUIbHOW  NOAMUCHIO
YCTaHaB/IMBAETCA /NIOKA/IbHbIM HOPMAaTUBHBLIX aKTOM OpraHusayuu.

10.7. MeyaTb opraHu3auum c BOCMpou3BegeHneM [ocynapcTBeHHOro rep6a Poccuiickol
depepaymn fo/mHKHA COOTBETCTBOBaTL TpeboBaHMAM, ycTaHOBfeHHbIM TOCT P 51511-2001
"Mevatn c BocnpoussegeHnem [ocygapcTBeHHOro repba Poccuitickoin Pepepayunn. Popma,
pasmepbl U TexHU4Yeckue TpeboBaHna"40.

10.8. Meyatn M wWTamMnbl OpraHM3aLuM M3roTaBMBaKOTCA B KOMM4YeCTBe, HeobXo4MMOM [ANS
OCYLLEeCTB/IEHUSA MoApasfeNneHnsaMn opraHusaunum M ee paboOTHUKAMW BO3/TOXKEHHbIX Ha HUX
(YyHKUMIA. PeweHne 06 W3rOTOBAEHWW W KOMMYECTBE IK3EMMAPOB MNeyaTel M LWTaMNoB
NPUHUMaET pPYKOBOAMTENb OpraHusauMmM nNo nNpefcTaBneHnto  pykosoautens  Cnyxobl
[leNIonpon3BoACTBa OpraHu3aLmu.

Ecnu neyaTb opraHmM3auMm WUCNOMNb3YETCA B HECKOJIbKMX 3K3eMMjspax, HOMep 3K3emnasapa
neyaty yKasblBaeTCa B K/MLLUEe reyaTu npu ee N3roToB/IeHUN.

10.9. MeyaTbi0 opraHM3auun 3aBepsardT NOAJMHHOCTL NMOAMUCUA PYKOBOAMTENA opraHusauum m
WHBbIX YMOMHOMOYEHHbLIX UM fINL, Ha AOKYMEHTaxX W KOMuAX [OKYMEHTOB B COOTBETCTBUM C
MYHKTOM 2.48 WHCTPYKLMN.

10.10. MeyaTn M WTaMNbl BbI4ATCA 418 MCMNO/b30BaAHUA PabOTHMKAM, OTBETCTBEHHbLIM 3a UX
MCNONb30BaHME M XpPaHEHMe MOA MOANUCH B XXypHane yyeTa nevyaTeil v WTaMnoB. Y4eT neyaten
M WwTamnos opraHusauumn Befet Cnyxba Aenonpous3BOACTBA WM WMHOe nNojgpasfefieHne
opraHusaLmu.

10.11. Mpw ucnonb3oBaHWK B paboTe MeyaTn M WTaMMbl XPAHATCA B 3anuparoLmnxcs Lwkagpax
(ceiihax) pabOTHMKOB, OTBETCTBEHHbIX 38 XPaHEHME WU NCMONb30BaHME NeYvaTeid U WTamnoB..
10.12. Mepegaya neyaTein n WTaMNOB NOCTOPOHHMUM NMLAM He JONyCKaeTcs. BbIHOC nevaTein un
WITAMMOB 3a Mpefenbl OpraHm3auumM BO3MOXEH B WUCKIOUYUTE/IbHbLIX C/lyvyasax M0 pPeLleHunto
PYKOBO/CTBA OpraHunsauuu (Hanpumep, npu nognucaHnuun LOrosopos).

10.13. Cnyxb6a [enonpou3BOACTBa OpraHM3auum  eXerogHo npoBepseT CcobnaeHne
paboTHMKaMW YCNOBWIA MCMNONb30BAHWUA W XpaHeHUsA nevyaTem M WTaMNOB B CTPYKTYPHbIX
nojapasfefieHnAxX opraHu3aLmu.

10.14. TMpwwegwe B HErogHOCTb WM yTpaTMBLUME 3HAYEHWE Medyaty W WTaMMbl Mognexar
Bo3Bpaty B Cnyx6y Aenonpon3BoAcTBa UM MHOE MOAPa3feNeHne, Ha KOTOPOe BO3/IOXKEH y4eT
neyaTtei v WITAMNOB, 418 LEHTPAIN30BAHHOIO YHUYTOXEHUA. evaTn YHUUTOXAKTCA MO aKTy C
COOTBETCTBYHOLE OTMETKON B XYypHase yyeTa rnevateii U LWITamnos.

10.15. Ana o6MeHa 3N1eKTPOHHbIMU JOKYMeHTamu nocpegcteom M3 A0 B opraHusaumu SOMKHbI
NCNONb30BaTbCA  YCW/IEHHble  KBanMMUUMUPOBaHHbIe  3NeKTPOHHble  nognucu.  CocTas
LOMKHOCTHBIX UL, U paBOTHMKOB OpraHu3auun - BnagenbLles YCUNEHHbIX KBaNTU(PULUPOBAHHbIX
3N1eKTPOHHbIX MNOANUCEN JOMKEH ONpeAenaTb PYKOBOAUTENb OpraHu3auuu.

3 C yyeToM NONOXKEHWNIA NyHKTa 2 cTaTbM 160 yacTu | MpaxkgaHcKoro kopekca Poccuiickon degepaumm (CobpaHme
3aKoHogaTesibcTBa Poccuiickoin degepaumn. 1994, N 32, ct. 3301; 2011, N 15, cT. 2038).

LI OCT P 51511-2001 *"Ieyatu ¢ BocnpousBeaeHnem IrocygapcTBeHHoOro repba Poccuiickoi degepaupn. dopma,
pasmepbl U TeXHMYecKme TpeboBaHus". - M.: UMK N3a-Bo ctaHaapToB, 2004, ¢ nameHeHnsimm N 1 - 4,
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10.16. Mpwu nepepayve opraHu3auueid 3NEKTPOHHbIX JOKYMEHTOB Ha 3/1EKTPOHHbIN afpec Apyroin
opraHusaumm, a Takxe And OOMeHa 3N1EKTPOHHbLIMU [OKyMeHTamu mnocpegctsom C3/[ B
opraHm3aumm n ee nofpasmefieHnax MoryT UCronb30BaTbCH YCUIEHHbIe HeKBaIMPULMPOBaHHbIE
3MIEKTPOHHbBIE MOANUCY U/WNKN MPOCTbIE 31EKTPOHHbIE NOANNUCK (faNiee - 3NeKTPOHHAsA MOANUCDH)
B COOTBEeTCTBUMU C DefepanbHbIM 3aKOHOM OT 6 anpens 2011 r. N 63-®3 "O6 3neKTPOHHOW
nognucn” .

10.17. ONeKTPOHHbIN [OKYMeHT B C3/J] opraHm3auum, NOANUCaHHbIA 3N1EeKTPOHHOW MOANUCHIO,
MPW3HAeTCA  paBHO3HAYHbIM  AOKYMEHTY Ha OYyMaXHOM  HOcuTefne, MOANUCAHHOMY
COBCTBEHHOPYYHOW MOANUCLID W MMeeT OAWHAKOBYK C HUM HOPUAMYECKYHD CUay Mnpu
OZHOBPEMEHHOM CO6MOAEHNN CNeAYIOLNX YCOBWUIA:

K04 NOANUCKU, OTHOCALLMIACA K KOHKPETHOM 3N1eKTPOHHOM NOAMNUCK, HA MOMEHT MoANnucaHus
3MIEKTPOHHOI0 AOKYMeHTa SBNAETCA AeNCTBUTENbHbIM (4OCTOBEPHLIM), He yTpaTtun cuny (He
0TO03BaH);

noATBEPXAeHa MOASIMHHOCTb 3/IEKTPOHHON NOANUCH B 3NEKTPOHHOM [OKYMEHTE;

JlaTa n Bpemsi co3JaHuns 3NeKTPOHHOW noanucu 3agukcnposaHsl B CO/L;

3/IeKTPOHHAA MOAMUCL WCMONb3YeTCa B COOTBETCTBUM C YCTAHOB/IEHHBIM B OpraHusauuu
pacnpefefieHiemM npasa NOAMNUCU AOKYMEHTOB MEXAY LO/MKHOCTHLIMU NLAMWU N PabOTHUKaMM.
10.18. N'eHepaLMio 1 XpaHeHMe KNoYein HekBanupuuupoBaHHon 1 npoctoin M B CI[, AOMKEH
ocyLecTsnaTb agMuHucTparop C34.

10.19. Cnyxb6a fenonpon3BoAcTBa UAN MHOe NoApasfeneHne opraHusauuy BefeT YUeT Ktouei
3NIEKTPOHHbIX MoAnNucein42 B cneunanbHOM >XypHane. Bbifjaya maTepuanbHbIX HOCUTENeN
3MIEKTPOHHON MOANUCU X UX BO3BpPAT MO WCTEYEHUM CPOKa AEeNCTBUSA OCYLLECTBAAETCA MO
nognucb paboTHMKA B XypHane.

10.20. Co3gaHve naponein Ans NPOCTOM 3MEKTPOHHON NOAMWCU OCYLLECTBAAETCS B MOPAAKe,
YCTaHOBJ/IEHHOM /10Ka/IbHbIM HOPMAaTUBHbLIM aKTOM OpraHusauuu, ycTaHaB/MBaKLWNUM MOPALOK
akcnnyatauun C3/ n Ncnonb3oBaHWA 3N1eKTPOHHbLIX MOANMUCeNA Npu paboTe ¢ LOKYMEHTaMW.
10.21 Knwo4 3neKTPOHHON nognucu, mucnonb3yemoin B CI[, ABNAETCA KOH(PMAEHLMaNbHOW
NH(opMaLmeli 1 3alnLLaeTcs B COOTBETCTBUN C 3aKOHOAATENLCTBOM Poccuiickoin ®egepaunm.

41 defepanbHbIii 3aKoH 0T 6 anpens 2011 r. N 63-®3 06 a51eKTpoHHoi noagnucn'* (CobpaHue 3aKoHOAaTENbCTBA
Poccuiickoin ®epepaumm, 2011, N 15, ¢T. 2036; N 27, cT. 3880; 2012, N 29, cT. 3988; 2013, N 14, cT. 1668; N 27,
CT. 3463, cT. 3477; 2014, N 11, cT. 1098; N 26, cT. 3390; 2016, N 1, cT. 65; N 26, cT. 3889).

42 Bunabl 3N1EKTPOHHbIX NOAMMUCEN, UCNOMb3YEMbIX B OpraHM3aLmm, yCTaHaBMBaOTCS OpraHm3aumeii u
3aKpennATCs B JIOKa/IbHOM HOPMaTUBHOM aKTe.
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MpunoxeHne N 1
peKoMeHyeMbIli obpasel,

HavMeHOBaHVe opraHa rocyilapCTBEHHON BacTy

®epepanbHoe GOMKETHOE yUpexXaeHune YTBEPXAAHO
"HAYUYHO-UCCNENOBATE/NbCKNIA LEHTP [Aupektop ®BY
"HAMUMEHOBAHWE OPrAHN3ALNN" "HanmeHoBaHue opraHm3aumnn”
(¢bY "HNLU ..") Mopnuce nN.0. damunus
MOJTOXXEHWE [aTa

N

06 oTAene Hay4YHO-TEXHUYECKON MH(opMaumnm

MockBa

1 O6uwme NonoXxeHus

1.1. OTgen Hay4yHO-TeXHUYecKoin mHpopmauumn (ganee - OHTW) aBnseTcs camoCTOATE/IbHbIM
CTPYKTYpHbIM nogpasgeneHunem ®EY "HammeHoBaHwe opraHusauumn”, OCYLLECTBASAKOLWNM
MH(OpPMaLMOHHOe 06CNyXMNBaHNE HayUYHO-UCCNeL0BaTe/IbCKUX U MPOEKTHbIX NoApasfeneHunii n
opraHusauuim  Hay4yHO-MeTOAMYECKOW WH(opMaLmeli No Hayke W HayYHO-TEXHUYECKOMN
NOMINTUKE...

12. OHTW Bo3rnaenfeTcq 3aBefyHOWMM W HEMNOCPEACTBEHHO MOAYMHAETCA 3aMECTUTENIO
avpektopa ®BY "HaumeHoBaHMe opraHusauumn™, Kypupylowemy geatensHocts OHTU.

1.3. 3aseaytowmnin OHTW HaszHayaeTcAd Ha [OMKHOCTb W 0CBOOGOXAAeTCHs OT AO/HKHOCTM
npukasamun gupektopa ®bY "HaummeHoBaHWe opraHusauun” B COOTBETCTBUM C 3aKNHOUYEHHbLIM
TPYAOBLIM [0OroBOPOM MO MNpeAcTaB/feHUI0 3amMecTuTens Aaupektopa ®bY "HaumeHosaHwue
opraHusaunn”, Kypupytlowero geatesnbHocts OHTN.

1.4, OHTW cocTouT U3 YeTbipex CTPYKTYPHbIX NoApasfefieHnin: cekTopa WHPOPMaLMOHHOIO
obecneyeHns n BefeHUA CNPaBOYHO-UH(POPMALMOHHOIO (OHAA, CeKTopa 3apy6exxHOl Hay4yHo-
TEXHUYECKOW WHGpOopMaumMnm B chepe WMHHOBALMIA, CEKTOPa 3NEKTPOHHbIX PECYpPCOB HAY4HO-
TEXHUYECKOW UH(opMaLny 1 pefakLMOHHO-U34aTeNIbCKOro CEKTopa.

15. Peopranmsauyms u nukeugauna OHTW nposogutca npukasamum gupektopa PbY
"HanmeHoBaHMe opraHusaumm™ ..
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MpunoxeHne N 2
pekomeHayeMbIli 06pasel,

HanMmeHOBaHMe opraHa rocyapCTBEHHOI BNacTm

denepanbHoe GHOIXKETHOE yupexaeHue

"HAYYHO-UCCNEAOBATENbCKWNW LLEHTP
"HAMMEHOBAHWE OPITAHU3ALWIN"

(PBY "HUL, ..")
MPUKA3

25 okTa6pa 2019 r. No 1
Mocksa

O co3faHuy 3KCNepTHON KOMUCCUK
M YTBEPXAEHMUMN NMOMOXKEHUS O Hei

B uenax ynydlwleHWs opraHusauuun [enonpov3BOACTBA U aPXUBHOIO XPaHeHWUS [LOKYMEHTOB,
obpasywowinxca B geAtensHoctn  dBY  "HammeHoBaHue opraHusaumu”, co6n04eHUA
TpeboBaHMA 3aKoHOAaTenbCcTBa Poccuiickoin depepaunm B chepe apXMBHOrO Aena
npuKasblBato:

1 Cospgartb 3KCnepTHYO Komuccuio ®BY "HammeHoBaHWe opraHusalnmn™ B cocTase:
npeacefaresb - 3aMm. reHepanbHoro anpektopa ®amunna N1.0.;

cekpetapb - fenonpoussogutens ®amunus N.0.;

UfieHbl: HayanbHWK obuero otgena damunna N.O., 3aMecTUTeNb 3aBefylowWero mMjaHoBoO-
3KOHOMUYeckuM oTgenom damunug W.0., 3amecTutenb rnasHoro éyxrantepa ®amunug U.0.,
3aBegylowmii  otgenom kKagpos damunma M.O., 3aBefylOWMUIA OTAENOM WHHOBaLMOHHbLIX
TexHonorui ®dammnua WN.O., 3aBefylolWMiA OTLENOM 3IKCNEPUMEHTaNIbHbIX UCCNeA0BaHMNM
®amunua N.0.

2. Y1BepanTb MonoxeHne 06 aKCNepTHOM KOMUCCUN (NPUTOXKEHNE).

3. KOHTpO/b 3a UCMOJMIHEHMEM MpuUKa3a BO3NOXUTL Ha 3aMecTUTeNa reHepasbHOro AuMpekTopa
®amunua N.0.

JvpekTop Mognuco n.0. dammnung



61

MpunoxeHne N 3
pekomeHayeMbIli 06pasel,

HaumeHOBaHMe opraHa rocyapCTBEHHOI BnacTy
denepanbHoe GHOIXKETHOE yupexaeHue

"HAYYHO-VNCCNEAOBATENLCKUNI LLEHTP
"HAMMEHOBAHWE OPIrAHU3ALWIN"

(PBY "HUL, ..")

PACIMOPAXEHUNE

MockBa

O noAroToBKe NpeanoXKeHuni
K nnaHy HWOKP Ha 2018 .

B cBam c¢ opmuposaHuem TlnaHa HWOKP Ha 2018 rog, (UWHAHCMpPYeMbIX U3
rocyfapcTBeHHOro 6romxera:

1 PyKoBOAMTENsIM Hay4HO-UCCNeLOoBaTeNbCKUX nogpasgeneHuii (®ammnus LN.0., ®amunus
nN.0., ®amunmna N.0., ®amunua M.0.) nNoaroToBUTb W MpeAcTaBUTb YYEHOMY CEKpeTapro
npegnoxenusa K nnaHy HAOKP Ha 2018 rog B cpok fo 15.06.2017.

2. YyeHomy cekpeTapto (Pamunua MN.0.) obecneunTb GopmmpoBaHue npoekta nnaHa HNOKP
Ha 2018 rog, uHaHCUpyeMbIX U3 rOCy[apCTBEHHOro 6ofxeTa, B cpok go 01.07.2017.

3. KoHTpo/ib 3a WCNOMHEHWEM PacnopsXKeHWa BO3MIOXKWUTbL Ha 3aMecTUTens JAupekTopa no
Hayu4Hol pabote ®amunus .0.

[vpekTtop Mognuch nN.0. dammnung
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MpunoxeHne N 4
pekomeHayeMbIli 06pasel,

HaumeHOoBaHMe opraHa rocyapCTBeHHON BNacTm
degepanbHOe 6HOKETHOE YUpPeXAeH e

"HAYYHO-UCCNEAOBATE/NLCKWNW LLEHTP
"HAMMEHOBAHWE OPITAHU3ALWIN"

(PBY "HUL, ..")

MPOTOKO/

MockBa
3acefaHuns oupekunmn

MpeacenatenscTytowmnini - Pamunns MN.0.
CekpeTtapb - Pamunung N.0.
MpucyTcTBOBanu: 17 4yenoBek (CNUCOK NpuiaraeTcs)

MOBECTKA AHA:

1 O mepax no peanusaunmn ¢egepanbHOR LieneBol NporpamMmmel ...
Joknag samectutensa gupektopa ®amunusa N.0.
2. ..

1L CNYLWANW: Metpos IM.I. - TeKCT goKnaga npuaaraercs.

BbICTYNMWNN:

®amnnuna N.0. - KpaTkad 3anncb BbICTYMNIEHUS.

®amunna N.0. - KpaTKasa 3anmchb BbICTYMAEHNUA.

PEWLNAN: (MOCTAHOBWJIN)

11. CdopmupoBaTb BpeMeHHble TBOPYECKME KO/JIEKTVMBbI MO peanu3auum  NpPOoeKkToB
(heflepanbHO LieneBoli NporpamMmmebl ...

1.2. MMoAroToBUTbL M YTBEPAUTL NaHbl paboTbl N0 NpoeKTaM (efepanbHOi LeneBoli NporpaMmbl

2. ..
MpefcefatenbCTBY LW NI Moanuck n.0. ®amunus

CekpeTapb Mopnuck n.0. ®amunusa
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HavMeHOBaHWe opraHa rocyapcTBeHHOIN BNacTm
degepanbHOe 6HOIKETHOE YUpeXaeHNe

"HAYYHO-VNCCNEAOBATENLCKUNI LLEHTP
"HAMMEHOBAHWE OPIrAHU3ALWIN"

(PBY "HUL ..")

MPOTOKO/

MockBa

onepaTWBHOIO COBELLaHNS
y 3aMecTUTEeNs AUPEKTOopa LieHTpa

3amecTuTens agupekTtopa - ®amununa N.0.
CekpeTtapb - @amununa N.0.

MpucytcteoBanu: ®amunua 1.0., Pamununa N.0., ®amunmna N.0. ..

1 O6 opraHusaumu obcnegosaHus no reme HAOKP ...
(Pamunua N.0. <*>, damunusa N.0., Pamunua 1N.0.)

1 ¥YCcTaHOBUTb, 4UTO ...

2. Pykosoantento Tembl (Pamunnsa N.0.) 06ecneynTb KOHTPOD ...

2. O6 yyacTuun B 3aceflaHMK paboyei rpynnbl Mo ...
(Pamunma N.0. <*>, damnnunsa N.0., Pamunnsa 1.0.)

1 MoaroToBUTb K 3acegaHnio pabodeili rpynnbl maTepuansbl O ...

MpunoxeHne N 5
pekomeHayeMbIli 06pasel,

3amecTuTenb gMpekTopa Mopnuck N.0. ®amunug

CekpeTtapb Mopnuck N.0. ®amunusa

<*> [epBOi yKa3blBaeTcs GaMuUAnA U MHULMANbI OCHOBHOIO AOKMaA4vMKa, 3aTeM - pamuimm u

MHULMaNbI L, y4acTBOBaBLIMX B 06CYX/AEHNN BOMpoca.
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MpunoxeHne N 6
peKoOMeHAYEeMbIV 06pasel,

HavMeHOBaHMe opraHa rocyapcTBeHHON BNacTu

denepanbHoe 6HOKETHOE YUpeXaeHne PekTopy
"HAYYHO-UCCNELOBATE/IbCKN LLEHTP (HauMeHoBaHWe y4e6HOro 3aBefeHNs)
"HAMMEHOBAHWE OPrAHN3ALUNIN" ®amunnna N.0.

(¢bY "HNU ...") MouTOBbLIN agpec

JleHuHckuiA npocn., a. 83, Mocksa, 117296

Ten. (495) 934-23-23; ten./thakc (495) 718-30-23
e-mail: mail@techno.ru;
http://www.innovation.ru

OKIMO 02842709; OIPH 1027700380724;
WHH/KIMM 7708033109/771001024

30.08.2017 N 01-22/345

Ha N oT

06 yyacTuu B aHKeTUpPOBaHUM

YBaxkaemblit Mms, OTuecTBO!

MpegnaraeMm BaMm npuvHATH yyacTue B aHKETMPOBaHWW 06pa3oBaTefibHbIX OpraHu3auui,
OCYLLeCTBNAOLWMX NOATOTOBKY CMELNanucToOB Mo UHXEHEPHbIM CMeLnanbHOCTAM.
AHKeT/pOBaHMe MPOBOAMTCA Hamu B LUenax cbopa WHpopmauuy 0 By3ax, BbIMyCKaKLWMX
CneumnanncToB HeO6XOANMbIX HaM CreunanbHOCTeN, KOTOPbIX B faNbHENLWeM MOXHO Oblio 6Gbl
npuBnekatb An8 MPOXOXAEHWUA MNPOWU3BOACTBEHHOW MPaKTUKM W MOMOJIHEHMSA  WTaTa
creuuanncToB Ha NPegnpuaTUAX oTpaciu.

3anonHEHHY0 aHKeTYy MpoCcuM BbiCNaTb B Hall afpec.

MpunoxkeHune: AHKeTa Ha 2 n. B 13ks.

C yBaxeHuewm,

OunpekTtop
[.T.H., npodeccop Moanuco N.0. damnnus

damnnns, nms, 0TYECTBO, PedhepeHT aMpeKTopa
(495) 934-23-23; mail@techno.ru


mailto:mail@techno.ru
http://www.innovation.ru
mailto:mail@techno.ru
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MpunoxeHne N 7
pekomeHayeMbIli 06pasel,

HaumeHoBaHMe opraHa rocyaapCcTBEHHO
BNacTu

depnepancHoe GHOMKETHOE YUpexaeHue
"HAYYHO-UCCNEAOBATENbLCKINIA
LLEHTP

"HAMMEHOBAHWE OPTAHN3ALIMN"

(PBY "HUL, ..")

AKT

05.08.2017 N 5

MockBa

MpPOBEPKM TEXHUYECKOTO COCTOSIHUSA
OPrTEXHUKN

OcHoBaHue: npukas ®bY "HNML ..." o1 30.07.2017 N 89 "O npoBepKe TEXHUYECKOTO COCTOSAHUSA
OpPrTEXHWMKMW, NCNONb3YyEMON OTAEN0M AeNonponssoacTea”.

CocTaBfieH: 3aM. HayalbHMKA WH(pOpPMaLMOHHO-TeXHMUYeckoro otgena ®amunma UN.0;
HayaNbHUKOM afMWHUCTPATUBHO-XO3ANCTBEHHON CcnyX6bl ®Pamunua WN.O., 3aB. OTAeNIOM
penonpoussogcTtsa ®amunug N.0.

B xoge npoBepkKM TeXHWYECKOro COCTOSIHWA OPFTEXHWKW OThena [efionpon3BOLACTBa,
nposegeHHol 04.08.2017, ycTaHOB/IEHO ...

MpoBepKO NpU3HaHbl HEMNPUTOAHBIMWU AN1A IKCNyaTaLun:

Moanuck nN.0. damunng
Moanwuce nN.0. damunng

Mognuck nN.0. damunua



OTAEN AENOMNPON3BOACTBA
OJOKNAOHAA 3AMNCKA
10 okTs6ps 2017 1. N 35

06 yBeNMYeHUN WITaTHOW
YMCNEHHOCTW NogpasgeneHns

YBaxkaemblii ima OTuecTBO!

66

MpunoxeHne N 8
pekomeHayeMbIli 06pasel,

AOvpekTopy ®bY "HUNL, .."
damunuma N.0.

B cBA3M €O 3HauMTeNbHbIM YyBenuvyeHWem 00bLEMOB o06pabaTbiBaEMO KOPPecnoHAeHUuu,

nocTynatoLLein B CBA3N C ...

npowy Bac u3bicKaTb BO3MOXHOCTb YBEIMYWUTb LITATHYH YUC/MEHHOCTb OTAeNna Ha OAHYy

LO/MKHOCTb CreuuanncTa 2-ii KaTeropum.

C yBaxeHuewm,

3aB. oTAE/IOM Moanuck

n.0. damunus
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MpunoxeHne N 9
pekomeHayeMbIli 06pasel,

Komy: PykoBogutenam ynpasneHuin n oTAeN0B

OT: ®amunnna N.0., pyKoBOAUTENb afiMUHUCTPATUBHO-X03SNCTBEHHOM CYXObI

[Jata: 17 anpenda 2017 r.

Tewma: lNMopgava 3a9BOK Ha aBTOTPaHCMOPT

CNYXEBHAA 3ATIMCKA

B uenax noBbllweHUs  3PPEKTUBHOCTM  WCMOMb30BAHUA UM COKpalLeHWs  NpoCTOeB

aBTOTPAHCMOPTHLIX CPeACTB LeHTpa MpoLy PyKOBOAMTENel nogpasfeneHnii nofaBaTb 3asBKU
Ha aBTOTPAHCNOPTHbIe cpecTBa He no3fgHee 15:00 gHA, NpeLeCcTBYOLLEro rnoesake.

PykoBoguTenb aAgMUHUCTPaTUBHO-
X039MCTBEHHOMN CNyX6bI N.0. damunus
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Mpunoxexne N 10

MPUMEPHbBIN MEPEYEHb YTBEPXXAAEMbIX IOKYMEHTOB

1 AKTbl (NPOBEPOK, PEBU3NIA; CNMCAHUSA; IKCNEPTU3bl; IMKBMUAALMUN OpraHm3auuii).

2. ['padpmkmn paboT, OTNYCKOB, CMEHHOCTH.

3. IHCTpyKLMW, JOMKHOCTHbLIE UHCTPYKL MW,

4. KnaccuukaTtopbl nHQOpMaLnn, JOKYMEHTOB.

5. MeToanyeckre peKOMeHaaLmm, MeTogNYECKNe YKa3aHUA N METOLUKN.

6. HomeHKnaTypa gen opraHusayuu.

7. HopMbl 1 HOpMaTuBbI (BPeMEHW, YUC/IEHHOCTU PabOTHWKOB, pacxofa Cbipbf W MaTepuanos,
3/IEKTPO3HEPTUN).

8. Onucu pen (NOCTOAHHOro, BpeMeHHbIX (CBbiwe 10 f1eT) CPOKOB XPaHeHUA M NO JINYHOMY
cocTaBy).

9. MepeyHn (JOMKHOCTEN, OpraHu3aunii, BU40B MH(OPMaL MK, LOKYMEHTOB).

10.
11.
12.
13.
14.
15.
16.
17.

MonoxeHusa (0 nogpasfeneHnax, NPeMMpPoBaHum, atTectauun).
Mopagku.

MpaBuna.

PernameHTbl (B TOM 4YunCne perfameHTbl GU3HeC-NPOLLeCCOB).
CtaHpapTbl opraHusaymu.

YcTaBbl.

YHUUUMpoBaHHbIE POPMbI JOKYMEHTOB.

LW TaTHOE pacnucaHue.
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MpunoxeHve N 11

MPUMEPHbBIN MEPEYEHb
OJOKYMEHTOB, 3ABEPAEMbIX MEYATBIO OPTAHN3ALNN

1. ApXunBHas cripaska.

2. AKTbl (MpveMa 3aKOHYEHHbIX CTPOUTE/NIbCTBOM O0OLEKTOB, 060pPYAOBAHWUA, BbIMOJIHEHHbIX
paboT, cnucaHuns, aKCNepTuU3bl).

3. Konuu v BbIMWCKN 13 JOKYMEHTOB, BblaBaeMblX 415 MPeLCTaBeHNs B APYTre opraHu3aunm.
4. O6pasubl OTTUCKOB neyateld W nopanuceid pabOTHMKOB, MMeKLWMX MNpaBoO COBepllaTb
(hMHaHCOBO-X03ACTBEHHbIE Onepawmu.

5. MopyueHns (BOMKeTHble, GAHKOBCKME, MEHCUMOHHbIE; NMaTeXHble, WHKACcCOBble B 6aHK Ha
Mosly4YeHne NHBANKOThI CO CYETOB, NMEPEBO/ BaslOThI).

6. MpeacTtaBneHns wn xopatancTBa (0 HarpaXAeHUWM TrOCYAapCTBEHHbIMM Harpagamu u
npeMusamu).

7. PeecTpbl (4eK0oB, NOPYYEHU, NpeacTaBNseMbliX B 6aHK).

8. CnpaBku (0 poxogax (U3MYECKUX WL, O BbINJaTe CTPaxoBbiX CyMM, O 6anaHCoBOWA
CTOMMOCTW OCHOBHbIX (POHZOB, MO MEPCOHUPULUPOBAHHOMY YYETY, O(OPMIIEHUIO CTPaxoBbIX
CBMAETeNbCTB, MO 3anpocaM opraHusauuii, No AOKyMeHTaM, MpeAoctaBnsemMbiM B cyf, - MO
Heo6Xxo4MMoCTH).

9. YpocTtoBepeHus paboTHUKOB.
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MpunoxeHne N 12

MPUMEPHbBIN MEPEYEHb
HEPETMCTPUPYEMbIX BXOA4AWNX OOKYMEHTOB <43>

<43> ECNU YyKasaHHble [OKYMEHTbl MOCTYMWAW C COMPOBOAWTENbHBIM MUCbMOM, MUCbMA
perucTpupytoTcs B MNoOpsake, YCTAHOB/EHHOM  MHCTPYKUMeld No  [AenonpousBoAcTBY
opraHm3sauum.

1 AHkeTbl (pe3tome), HanpasfseMble B LieNigX TPYAOYCTPOMCTBA.

2. byxrantepckue [OKYMeHTbl (Byxrantepckas OTYETHOCTb, CYeTa, CuyeTa-(aKTypbl, aKTbl
CBEPKM B3aMMOPACYETOB, aKTbl MPUEMKM-NEepesaym OCHOBHbLIX CPEACTB, TOBAPHbIE HAKNAAHbIE).
3. TOCThbl, TeXHMYECKME perfiameHTbl, PYKOBOLALLME U ApYyrvMe AOKYMEHTbl N0 TeXHUYECKOMY
perynvpoBaHuUIO 1 CTaH4apTM3aLmuu.

4. I'pathnkn, Hapsaabl, 3as9BKU.

5. loKyMeHTbl (MPOeKTbl AOKYMEHTOB), TpebyloLime nognucaHma (cornacoBaHus, yTeepXaeHns)
1 nocneayroLlero Bo3spara.

6. KOHKypCcHas foKyMeHTaLusa.

7. Hay4HO-TexHun4yecKas 1 NPOeKTHasa AOKYMeHTauns.

8. KoppecnoHaeHuus, agpecoBaHHas paboTHMKaM opraHm3aumm ¢ noMeTKon "JInyHo".

9. TlMeyaTHble wu3gaHMa (KHWUIW, >XXYpHanbl, raseTbl), KaTasioru, TeXHW4YecKas fuTepartypa,
TeMaTUyeckKme 1 cneynanbHbie COOPHUKN, MNaKaThbl.

10. Mo3gpaBuTeNbHbIE NUCbMA W TeferpaMmmbl, 6narofapCTBeHHble MUCbMa W Tefierpammbl,
npurnacuTesibHble 6UneTol.

11. MpeicKypaHTbl.

12. MpwurnacuTenbHble 6GUNETHI, NPUTNALLIEHNA.

13. MporpaMmMbl KOH(hepPeHLNiA, coBeLLaHni.

14. PeknamHble matepuansl (MUCbMa, TMCTOBKM, NMPOCNEKTbI, OYKNETHI).

15. Y4yebHble nnaHbl, Nporpammbl.

16. ®opmbl 1 61aHKK, B TOM Yuc/e (hOpPMbl CTATUCTUYECKON N MHOW OTYETHOCTMN.

COI'lMTACOBAHO:
MpoTtokon 3K
KameHckoro

CeNbCKOro noceneHuns

0T «22» ntoHA 2020 r. No 2



