HoxymenTt nipenocrasiien Koncynbsrantlntoc

3apeructpupoBano B Musniocte Poccun 17 aBrycra 2018 r. N 51922

OEJEPAJIBHOE APXUBHOE ATEHTCTBO

MMPUKA3
ot 11 anpens 2018 r. N 44

OB YTBEPXJIEHUM IPUMEPHOI WHCTPYKIUU
1O JEJIOITPOU3BOJACTBY B I'OCYJAPCTBEHHBIX OPT'AHU3AIIMAX

B cootrBerctBuu ¢ noamyHkrom 5 myHkTta 6 [lonoxkenus o denepaqbHOM apXWUBHOM areHTCTBE,
yTBepxkaeHHOr0 YKazoMm IlIpesupenta Poccuiickoit ®enepannu ot 22 mroHs 2016 r. N 293 "Bomnpocst
®denepansHoro apxuBHOTO areHrcTBa (CobpaHne 3akoHOomaTenbeTBa Poccuiickoit deaepannu, 2016, N
26, ct. 4034), npuKka3bIBaro:

VY1BepauThs nmpuiaraemyo [lpumepHy:0 MHCTPYKIMIO HO IEJIONPOU3BOACTBY B I'OCYIapCTBEHHBIX
OpraHU3alHsiX.

PykoBogutens
A H.APTHU30B

Y1BepxacHa

npukazom denepanbHOro
APXHUBHOT'O ar€HTCTBA

or 11.04.2018 N 44

HNPUMEPHASA UHCTPYKLUA
1O AEJIOITPOU3BOACTBY B I'OCYJAPCTBEHHBIX OPITAHU3AIUAX

1. O01mme moJioKeHus

1.1. IlpumMepHas HHCTPYKLHUS IO JEIONPOU3BOJICTBY B TOCYAAPCTBEHHBIX OpTraHU3aIMAX (naiee -
[TpumepHast wHCTpyKIUMs) paspabotaHa B cooTBeTcTBUU ¢ [lonmoxennem o DenepanbHOM apXUBHOM
areHTCTBE, yTBEPKAeHHBIM YKa3oMm [Ipesunenta Poccuiickoit ®enepamuu ot 22 urons 2016 roma N 293
(Cobpanue 3akoHOmaTenbcTBa Poccuniickoit @enepamnuu, 2016, N 26, ct. 4034), a Tak:ke B COOTBETCTBUU
¢ 3akoHOmaTenbcTBOM Poccuiickoit Denepanyu B chepe HHPOpMaIUU, JOKYMEHTAIIMH, apXUBHOTO Jena,
HAI[MOHAJIBHBIMH CTaHAaPTaMU B cepe yIpaBIeHUs JOKYMEHTaMU.

1.2. TlpumepHas MHCTPYKIHS pa3paboTaHa B IEJSIX COBEPIICHCTBOBAHHS JEIONPOM3BOACTBA U
NOBBIICHUA PPEKTUBHOCTH pabOTHI C JTOKYMEHTAMH ITyTE€M perjaMeHTalul Ha €JUHOM MPaBOBOH H
METOJMYECKON OCHOBE MPABWII MOJATOTOBKH JIOKYMEHTOB, TEXHOJOTHI paboThl ¢ HUMH, OPTaHM3AINN HX
TEKYIIEro XpaHeHHsI ¥ TIOJTOTOBKH K Iepeiade B apXUB OPTaHN3aIINN.

1.3. IlpumepHast HHCTPYKLMS YCTaHABIMBACT TPEOOBaHUS K JOKYMEHTUPOBAHHUIO YIPaBIEHUYECKOH
JIEATEIbHOCTH ¥ OpraHu3alud pabdoThl C [OKyMEHTAaMH B JEJONPOM3BOJCTBE T'OCYAapPCTBEHHBIX
opraHuzaluii (majgee - OopraHu3alys), HE3aBUCHMO OT MX OPraHW3AlMOHHO-TIPaBOBOW (OpMEI, Lienel u
BUJIOB JIESITEILHOCTH.

1.4. Tlonoxennus IlpumepHONW WHCTPYKIIMH pACHpOCTPAHSAIOTCS HA OpraHu3anuio paboTel C
OpPraHU3aLMOHHO-PACHIOPAIUTENBHBIMA  TOKYMEHTAMU HE3aBUCUMO OT BHMJA HOCUTENS, BKIIIOYas
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MOJNTOTOBKY, PErHCTPAINIO, y4eT M KOHTPOIb HCIIONHEHHUS IOKYMEHTOB, OPTaHU3AIMI0 WX TEKYIIETO
XpaHEHUSs, OCYIIECTBIIIEMBIE C TIOMOIIBI0 HHPOPMAITMOHHO-KOMMYHHUKAIITMOHHBIX TEXHOJIOTHH.

1.5. OcoOeHHOCTM oOpraHu3alMd padOTBl € JOKYMEHTaMH, COAEPKAIIUMH HH(GOPMALNIO
OTPaHWYEHHOTO J0CTymNa (KOMMEPYECKYyI0 TaliHy, IepCOHAIbHbIC TaHHBIC W UHYI0 KOH(HACHINAILHYIO
MH()OPMALINIO), PETYIUPYIOTCS OTACTbHBIMI HOPMAaTHBHBIMH aKTaMH, YTBEPKAAeMbIMU PYKOBOAUTEIEM
OpraHM3alIyu.

1.6. Opranuzanus, BEICHHWE M COBEPILICHCTBOBAHUE JEJIONPOU3BOJACTBA Ha OCHOBE EAWHON
MOJIUTUKA W TIPUHIIAIIOB, MPUMEHEHUE COBPEMEHHBIX HWH()OPMAIMOHHBIX TEXHOJOTWd B pabore ¢
JIOKyMEHTaMH, METOIMYECKOE PYKOBOJICTBO M KOHTPOJIb COOJTIOICHMSI MTOPSIKa pabOThI C JOKYMEHTaMH B
NoJpa3eNICHUsX OpPraHu3alliy BO3JIaracTcsl Ha CTPYKTYPHOE MOIpa3ielieHie, OTBETCTBEHHOE 32 BEACHHUE
Jernonpou3BoacTBa <1> (manee - Coyx0a JeIonpOn3BOJICTBA).

<1> B opraEmzamusax ¢ HeOOJbIIUM 00beMOM AoKyMeHTooOopota ¢yHkmmu CayxObl
JIEJIOTIPON3BOJICTBA MOTYT BBITIOHATHCS PAOOTHUKOM (JEIONPOU3BOIUTEIEM, CEKPETAPEM).

Cnyx0a JemompowW3BOJICTBA OpraHU3aIlMK JEWCTBYeT Ha OCHOBAHWH TIOJIOXKEHHS O HEH,
YTBEP)KIAEMOr0 PyKOBOJIUTEIEM OPraHM3allii M OIpEIeNsSioIero 3agadyil 1 QyHKUUN HOoApa3eieHus,
€TI0 MpaBa U OTBETCTBCHHOCTD.

1.7. OTBETCTBEHHOCTH 32 OPraHU3AIMI0 PabOTHI C IOKYMEHTAMH B MOJPA3JICICHUSX OpraHU3aIiH
BO3JIaraeTcsi Ha pyKOBOAMTENIEH 3TUX MozpasaeneHuil. HemocpeacTBeHHOE BeeHNE IEONPONU3BOICTBA B
MOJpPa3JeNICHUsAX OpraHW3alul OCYLICCTBISIETCS JICJIONPOM3BOAMTENIEM WM HWHBIM PaOOTHHKOM
HO/pa3/eNieHnsl, Ha KOTOPOTO BO3JIOKEHBI OOSM3aHHOCTH II0 BEACHHIO IEJONPOM3BOACTBA (nayee -
JIeTIONPON3BOJUTEI ITOAPA3/ICIICHHS).

1.8. JlomkHocTHBIE O00S3aHHOCTH, TIIpaBa © OTBETCTBEHHOCTH paboTHUKOB  CiyXObI
JIeTIONPON3BOJICTBA, JICIONPOU3BOTUTENICH MOJpa3/IeICHNi W WHBIX paOOTHHKOB, OTBETCTBEHHBIX 32
OpraHM3aIHIo PabOTHI C JOKYMEHTaMH, ONIPEICISIOTCS JOJDKHOCTHBIMU HHCTPYKIHSMH.

1.9. Ha mepuon ormycka, KOMaHAMPOBKH, OOJIE3HW WJIM B Cily4ae YBOJBHEHHs pPaOOTHUKU
CTPYKTYPHBIX TIOJIpa3JIeJIieHHi OpraHu3aliK 00s3aHbl NepelaBaTh BCE HAXOJIIMECs Ha HMCIOJIHEHHU
JOKYMEHTBI JISJIONPOU3BOJUTEIIO MOAPA3ISNICHNS WIH IPyroMy paOOTHUKY 10 YKa3aHUIO PYKOBOIHUTEIS
HOApa3IeNeHusl.

[Ipu cMeHe nenonpon3BOAUTENS NOIPA3AEICHUS COCTABIISETCS aKT MpUeMa-TepeJau JOKYMEHTOB
U JIe.

1.10. Conepxanue ciy>keOHBIX JOKYMEHTOB HE TOJUIEKHUT pasriamieHuio. B3aummopeiictBue co
Cpe/ICTBaMH MaccoBOi mHpopMmanuu, mepenada UM Kakoi-mnOo MHPOpPMAIMU MM JOKYMEHTOB M HMX
KOMUM J0IYCKAcTCA TOJIBKO C paspClICHUSA PYKOBOAUTEIA OpraHU3aAllMX WM MHOI'O0 YIOJHOMOYCHHOI'O
UM J0JKHOCTHOTO JIUIIA.

PaboTHuMKM OpraHM3aluy HECYT AUCLMIUIMHAPHYIO, aAMUHUCTPATUBHYIO M UHYIO, YCTAaHOBJICHHYIO
3aKoHOJATeNbCTBOM Poccuiickoir denepanyy, OTBETCTBEHHOCTb 33 HAPYIICHHE CPOKOB XPAaHEHHS
JIOKYMEHTOB, yTPaTy ¥ HECAaHKIIMOHUPOBAHHOE YHHUTOKEHUE CIYKEOHBIX JOKYMEHTOB <2>.

<2> Cratbu 192, 193 Tpynosoro koxaekca Poccutickoit @eneparuu; nyukrsl 2; 15.11 cratbu 13.25
Konekca Poccuiickoit denepaunn 00 aIlMUHUCTPATUBHBIX MPaBOHAPYLICHUAX; cTaThs 7 DenepanbHOTO
3akoHa oT 6 nekabps 2011 r. N 402-®3 "O Oyxrantepckom yuere" (CoOpaHue 3aKOHOIATEIHCTBA
Poccuiickoit @eaeparuu, 2011, N 50, ct. 7344; 2013, N 26, ct. 3207; 2013, N 27, cr. 3477, 2013, N 30
(Yacts 1), ct. 4084; 2013, N 44, cT. 5631; 2013, N 51, ct. 6677; 2013, N 52 (Hacts I), ct. 6990; 2014, N
45, ct. 6154; 2016, N 22, ct. 3097; 2017, N 30, cT. 4440; 2018, N 1 (Hacts I), ct. 65).


consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123D25E00DB2DF41C1ED6D3A9EB8A12087CB16ABB4B0A9EA042AAB94A8115BF151C974A47BE5ACCC52j8n1F
consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123D25E00DB2DF41C1ED6D3A9EB8A12087CB16ABB4B0A9EA0529AB94A8115BF151C974A47BE5ACCC52j8n1F
consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123D25E30CB8DF41C1ED6D3A9EB8A12087CB16ABB4B2A8E9077DF184AC580CF44DC16BBA78FBACjCnDF
consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123D25E30CB8DF41C1ED6D3A9EB8A12087CB16ABBDB0ABE8077DF184AC580CF44DC16BBA78FBACjCnDF
consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123D20E707B0DF41C1ED6D3A9EB8A12087CB16ABB4B0A8EB092AAB94A8115BF151C974A47BE5ACCC52j8n1F

1.11. Ilpu yTpare TOKyMEHTOB AEIONPOU3BOAUTEND MOIpa3AeNeHUs] HHOOPMUPYET PYKOBOAUTEIS
CTpyKTypHOTO TozipaszzeneHust u Ciry:k0y JeONpPOU3BOJICTBA OPraHU3AINK, MOCIIE YEro OpraHUu3yeTcs
PO3BICK JOKYMEHTOB.

Ecau PO3BICK JOKYMCHTOB HC AacCT PE3yJibTaTa COCTABJIACTCA aKT, B KOTOPOM YKAa3bIBAIOTCS JAHHBIC
YTpadu€HHOI'0 AOKYMCHTA, a TaK¥XKC O6CTOﬂTeHBCTBa, IIpU KOTOPBIX HNPOU3O0IIa yTpara, IOCJIE Y€ro
NpeANTPUHUMAIOTCA MEPEI 110 3aMCIICHUIO IaHHOI'0 JOKYMCHTA 3aB€peHHOI>'I KOIHMen OOKYMCHTA.

1.12. Ha ocnoBe IlpuMepHO# MHCTPYKUMH B OpraHH3aluU pa3padaThiBacTCs WHIWUBHIyaIbHAs
MHCTPYKLYS 110 JeJIONIPOU3BOJCTBY, yTBEPKIaeMasi PyKOBOJUTEIEM OpraHU3aLuy.

1.13. B mensx opranuzanuy paboThl ¢ JOKYMEHTaM{ B (UIIMaiax OpraHu3alui U 000COOICHHBIX
CTPYKTYPHBIX MOJPA3JENCHUSAX MOTIYT OBITh BBENEHbl HHCTPYKLUMHM IIO OpraHu3alud paboThl C
JOKYMEHTaMH, JONOJHAIOUINE WHAWBUAYAIbHYI0 MHCTPYKLHIO 110 AEIONPOU3BOACTBY OPraHU3aIMM, HO
HE IIPOTHUBOpEYAIUE E1.

1.14. IIpaBuna pabOTH C AOKYMEHTaMH B CUCTEME AIIEKTPOHHOTO JIOKYyMEHTO000POTa OPraHU3aIlul
(manee - COJ) m uHBIX WHQOPMAIMOHHBIX CHCTEMaxX, B KOTOPBIX OCYILIECTBISIETCS CO3AaHUE
(BKIIOUEHHE) W XpaHEHHWE JOKYMEHTOB, HE JOJDKHBI BXOAWTH B TPOTUBOPEUUE C MOJIOKEHHUSIMHU
[IpumMepHON HHCTPYKLIMH.

I1. lokyMeHTHUPOBaHME YIIPABJIEHYECKOI 1eATeJIbHOCTH

2.1. B cooTBeTCTBUM C 3aKOHOATENLCTBOM Poccuiickoit @eaepannu, T0KaIbHBIMU HOPMATUBHBIMU
AKTaMU B OpraHuvsalv U34ar0TCda OpraHn3alliOHHO-PACIIOPAAUTCIIBHBIC JOKYMCHTHI.

2.2.  OpraHu3alMOHHO-PACHOPSAUTENbHbIE  JOKYMEHTBI, CO3[aBaeMble B  JeATeNIbHOCTU
OpraHu3alyy, JOJDKHBI ObITh O(OpMIIEHBI 1O NpaBUiIaM, YCTaHOBICHHBIM HWHIWBUAYaJIbHOMN
MHCTPYKIMEH M0 IeIONpPON3BOJICTBY OpraHU3allHH.

BHocuTh Kakue-nubo McrpaBieHus WK J00aBICHUS B MOAMUCAHHBIE (YTBEPIKICHHBIE) IOKYMEHTBI
HE JIOIyCKaeTCs.

2.3. OcobenHoctr OGhOpMIICHHS JOKYMEHTOB, CO3/IaBaEMbIX B CTPYKTYPHBIX TMOApa3AecHUNX
OpraHM3aIMy ¥ OTPAXKAIOUINX CHENU(PHKY HX JESITENIHOCTH, a TaKKe MPaBUiia OpraHu3anud paboThl C
JaHHBIMH JIOKYMEHTaMH MOTYT YCTaHABJIMBATHCS OTICIBHBIMHU JIOKaJbHBIMH HOPMAaTHBHBIMU aKTaMU
OpraHM3aIyH.

2.4. CozpaHue JAOKYMEHTOB B Opranuzauuu, wucnons3ytomed COJl, B 1eniax MNOBBILIECHUS
a¢exkruBHOCTH Hcnoib30BaHus COJI, OCYIIECTBISETCS C UCIOJIb30BAHUEM I1a0JIOHOB OJIAHKOB
JIOKYMEHTOB U I11a0JIOHOB JJOKYMEHTOB.

OJeKkTpoHHbIE MAa0JOHBl OJaHKOB JOKYMEHTOB JIOJDKHBI OBITH MACHTHYHBI OJIaHKaM JOKYMEHTOB
Ha OyMa)>KHOM HOCHUTEJIE.

2.5. [nsg co3gaHds JOKYMEHTOB, OTPAXKAIOMIMX CHelU(UKY JesTeIbHOCTH CTPYKTYPHBIX
NoJpa3aeNiCeHuid OpraHu3aluyi, W YOPABICHUS NAHHBIMH JOKYMEHTaMH MOTYT HCIIOJIB30BATHCS IIPyrue

WHQOPMAIMOHHBIE CHCTEMBI.

2.6. JlokyMeHTHI opraHu3anuu OQOpPMISIOTCS Ha OJIaHKaX WM CTaHJIAPTHBIX JUCTaX OyMaru
dopmara A4.

2.7. JIJist ©3TOTOBIICHUS TOKYMEHTOB B OpPTaHU3AINH UCIIOIB3YIOTCS: OIaHK TIPHUKa3a;
OJIaHK PACTIOPSKEHYIS,

OJIaHK THChbMa ISl BEACHHS TEPENMCKH C OPTaHW3alldsIMH W TPakKJTaHAMH, HAXOJSITUMHUCS Ha
tepputopun Poccuiickoit enepannu;



OJlaHK MHUChMa C PEKBU3UTAMH Ha PYCCKOM W OJHOM W3 HMHOCTPAHHBIX SI3BIKOB JUIS BEICHUS
TIEPETIMCKH C 3apyOEKHBIMU KOPPECTIOHICHTaMH.

[lo pemieHWI0 PYKOBOIUTENS B OPraHU3allMd MOTYT HCIIOJIb30BaThCS JIPYrHe OJIaHKU: OJIaHK
MUIChMa PYKOBOJUTENS OPTaHU3AIMHN MIIM WHOTO YIIOJTHOMOYEHHOTO WM JIMIA, OJaHK MPOTOKOJA, OIaHK
MUAChMa CTPYKTYPHOTO TTO/Ipa3ieNieHusI.

Jns odopMieHHs pe30NIONMKA Ha JOKYMEHTE B OpraHHW3allil MOTYT HWCIOJb30BaThCs OJaHKU
PE3OIIOIUH.

2.8. llpn wm3ganMmM AOKYMEHTOB Ha CTAaHJAPTHBIX JINCTaX OyMarm Ha HUX BOCHPOHU3BOISATCS
PEKBU3HTHI, HEOOXOAUMEBIC JIsl TOKYMEHTOB KOHKPETHOTO BHJIa WIH PA3HOBUTHOCTH.

2.9. Ha 6nmankax DOKyMEHTOB BOCIIPOM3BOAMTCS TOBAapHBIN 3HAK W/WiU (dMOJeMa) OpraHW3alliu
(TIpy UX HAJIMYUK).

2.10. IIpoekTrpoBanue OIAHKOB TOKYMEHTOB ocyecTBisiercs B coorsercTBun ¢ ['OCT P 7.0.97-
2016 "Cucrema cramaptoB 10 wuH(OpManuu, OWOMMOTEYHOMY W  H3IATEIBCKOMY  JIENy.
Opranu3aiuoHHO-pacopsANTENbHAs JoKyMeHTalus. TpeOoBaHus K 0pOPMIICHUIO TOKYMEHTOB" <3>.

<3> Pazgnen 6 "bnanku qoxkymenTos" I'OCT P 7.0.97-2016 "Cuctema cTaHIapTOB 110 HHPOPMAIIHH,
OuOIMOTEYHOMY M HU37AaTenbcKoMy jeny. OpraHn3allMOHHO-pAacHOpsUTENbHAs — JOKYMEHTAIHs.
TpeboBanus k opopmireHuto 1okymeHToB" ¢ M3menennem N 1. - M.: Crarnaprunadopm, 2018.

2.11. BaHku TOKYMEHTOB OpPraHU3AIMU M3TOTABIUBAIOTCS TUIOTPAa()CKUM CIIOCOOOM, CPEICTBAMHU
OTepaTUBHON MOJTUTpa(UH WITH KOMIIBIOTEPHON TEXHHUKH.

2.12. JloKyMeHTBl HW3TOTAaBIMBAIOTCH Ha OyMaXHOM HOCHUTelle W B (OpMe BIEKTPOHHBIX
JIOKYMEHTOB C COOJIIOICHUEM YCTaHOBIICHHBIX PaBUII O(hOPMIIEHHSI JOKYMEHTOB.

2.13. JlokyMeHTHI opraHu3alui, oQopMIIEHHBIE KaK Ha OJaHKe, TaKk W 0e3 Hero, MOJHKHBI UMETh
HOJIsl HE MEHEe:

20 MM - JIeBoE;
10 MM - paBoe;
20 MM - BepxHEE;
20 MM - HIDKHEe.

2.14. JIoKyMeHTHI, HW3/aBacMble COBMECTHO OJHOM WJIM HECKOJIBKUMH OPTaHU3AIUSIMU,
0OpMIIIOTCS Ha CTaHAAPTHBIX JINCTAX OyMaru ¢ BOCHPOM3BEICHHEM PEKBH3UTOB BCEX OpTraHU3AIIWH,
YYIaCTBYIOIIMX B U3JIAHUU JOKYMEHTA.

2.15. Tlpu MOAroTOBKE JTOKYMEHTOB JOMYCKACTCS UCIOIb30BAHKUE JIMLIEBOM U 00OPOTHOH CTOPOHBI
mucta. [Ipu 1BycTOpOHHEM CO37aHWH JOKYMEHTOB ITUPWHA JIEBOTO TOJIS Ha JIMIEBOW CTOPOHE JUCTA U
MPaBoro MOJIsl HA 000POTHOW CTOPOHE JINCTA JOJKHBI OBbITH PABHBI.

2.16. Ilpu co3manmnu TOKyMEHTa Ha ABYX M OoJiee CTpaHHIAX BTOPYIO U MOCIEAYIOMINE CTPAHHUITHI
HyMmepyroT. HoMmepa cTpaHHMIl IPOCTaBISIFOTCS 110 CEPEIMHE BEPXHETO OIS TIOKYMEHTa Ha paccTossHuu 10
MM OT BEPXHET0 Kpasl JINCTa.

2.17. JInst M3roTOBJICHUSI IOKYMEHTOB HCIIONB3YETCsl TAPHUTYpPaA MIPUQTA 10 BHIOOPY OpraHH3alluH,
BXOAsAIIAass B CTaHAAPTHBIM MakeT OQHUCHOIO MPOrPaMMHOIO OO0ECHEUYeHHs, HCIIOJIb3YEeMOTO
opranusanueii. Pazmep mpudra - N 12 - 14 ot <4>.
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<4> Pa3mep mpudTa (Kerib) u3Mepsercs B IMMyHKTax (point); OWH MMyHKT paBeH 1/72 mroiima, wiu
0,376 MM (cokparnienue: "pt").

[Ipu cocTaBneHnU TAOIUIL JOMYyCKAETCsl HCIOIb30BaHue Mpu(TOB MeHbIUX pazmepos - N 10, 11
TT.

2.18. AG3arHbId OTCTYI B TEKCTE AOKYMEHTa - 1,25 cM.

3aroyloBKM pa3fesioB W IMOAPA3ZesiOB MEeYaTaloTcsl ¢ a03allHbIM OTCTYIIOM HIIM LEHTPUPYIOTCS T10
UIUPUHE TEKCTA.

2.19. Tekct moxkymeHrta medartaeTcs depe3 1 - 1,5 MeXcTpodHBIX WHTepBaja. TeKCT HOKyMeHTa
BBIPaBHUBAETCS 110 IIIUPUHE JIKCTA.

MHor OCTPOYHBIC PCKBU3UTHI NTE€YATAOTCA YCPE3 OAUH MC)KCTpO‘lHI:IfI HUHTCPBaJl, COCTAaBHLIC YaCTHU
PEKBU3UTOB MOTYT Pa3ACIATHCA JOMOJIHUTEIbHBIM HHTECPBAJIOM.

Ecmu OOKYMCHT I'OTOBUTCA IAJid U3JaHUSA C YMCHBUICHHUEM MacmTa6a, TCEKCT IMCYATACTCA 4€PEC3 ABa
MHTEepBaa.

WntepBan mexny OykBaMu B ci10Bax - 0ObIYHBIN. IHTEpBan Mex Iy cli0oBaMu - OJUH IpoOelt.

CTpOKI/I PECKBU3UTOB BBIPABHUBAIOTCA I10 JIeBOM rpaHuie 30HbI PACIIOJOXKCHHA PCKBHU3UTA WIH
LEHTPYIOTCSI OTHOCUTENIBHO CaMOU IJTMHHOM CTPOKH.

JlinHa caMoii JJTMHHOW CTPOKH PEKBH3MTA MPHU YIIIOBOM PACIONIOKECHUN PEKBU3MTOB HE Ooiee 7,5
CM.

JrHa caMoii ITMHHOM CTPOKU PEKBU3UTA MIPH MPOIOIEHOM PACIIONIOKEHIH PEKBU3UTOB HE Ooliee
12 cm.

2.20. JlomyckaeTcsi BBIIENATH TONYKHPHBIM MIPU(TOM pPEeKBU3UTHL "aapecar”, "3arolloBOK K
TekcTy" Win "MOANHUCE", @ TAKXKE OT/CNIbHBIC ()ParMEHThI TEKCTA.

2.21. TIpn moAroTOBKE MHOTOCTPAHUYHBIX JJOKYMEHTOB 0)OpMIISIETCSI TUTYJILHBIN JTUCT.

2.22. CocraB peKBU3UTOB, HCIOJIb3YyEMBIX IJs1 OOPMIICHUSI JOKYMEHTOB, ONpPEAEISIETCS BUIOM
(pa3HOBUAHOCTHIO) OPTraHU3AIOHHO-PACIIOPSIUTEILHOTO JOKYMEHTA.

2.23. Tlpm mOArOTOBKE AOKYMEHTOB OpPraHU3alMM HCIONB3YIOTCS PEKBHU3UTHI, YCTaHOBJICHHBIE
I'OCT P 7.0.97-2016 <5>:

<5> TOCT P 7.0.97-2016 "Cucrema craHgapToB 10 HH(popManuu, OHOIMOTEYHOMY U
u3/1aTeabcKoMy Jey. OpraHu3aliOHHO-PACIOpAANTEIbHAS JOKyMeHTalus. TpeboBaHus K 0pOpMIICHUIO
nokymenTtos", ¢ Msmenenuem N 1. - M.: Cranpaptundopm, 2018.

a) am0OsieMa (B COOTBETCTBHH € TIYHKTOM 2.9 [IprMepHO# HHCTPYKINN);

0) ToBapHBI 3HaK (3HaK oOCITyKuMBaHMs) (B COOTBETCTBHMM C IyHKTOM 2.9 IlpumepHoii
WHCTPYKLHUH);

B) KOJ POPMBI JJOKyMEHTA;
I') HANMEHOBaHHE OpraHU3aLuHy;

1) HAMMEHOBAaHNE CTPYKTYPHOTO MOAPA3IEIICHUS;
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€) HaMEHOBaHHUE JOJDKHOCTH JINIIA;

K) CTIpaBOYHBIC JaHHBIC 00 OpTraHU3AITIH;

3) HAaUMEHOBaHKE BU/IA TOKYMEHTA;

1) aTa TOKyMEHTa,;

K) PErUCTPAllMOHHBIH HOMEP JOKYMEHTA;

JI) CCBUIKA Ha PETUCTPALIMOHHBINA HOMEP U AaTy HOCTYIHUBILETO JOKYMEHTa;
M) MECTO COCTaBJICHUS (M3JaHus1) JOKYMEHTA,

H) rpud orpaHIYeHHs TOCTyNA K IOKyMEHTY;

0) ajpecar;

1) rpud yTBEpKICHHS JOKYMEHTA;

P) 3arOJI0OBOK K TEKCTY;

C) TEKCT IOKYMCHTA;

T) OTMETKA O TIPUIIOKESHHM;

y) Tpud coriacoBaHus JOKYMEHTAa,

¢) Bu3a;

X) MOJIIHUCH;

I1) OTMETKA 00 3JEKTPOHHOH MOIIHCH;

Y) [e4aTh;

1) OTMETKa 00 UCTIOTHHTEIE;

II]) OTMETKA O 3aBEePEHUH KOIINH;

bI) OTMETKA O MOCTYIUIEHUH JOKYMEHTA;

3) pe3OJTIONIHS;

10) OTMETKa O KOHTPOJIE;

sI) OTMETKA O HalpaBJICHUH IOKYMEHTa B JIEJIO.

2.24. bnank npukasa (pacmopsHKeHHs) OpraHU3aIiH T0JDKEH BKIIFOYATh PEKBU3UTHI:
3MOs1eMy (B COOTBETCTBUH € IyHKTOM 2.9 IIpuMepHO# HHCTPYKLIUH);
TOBapHBIH 3HAK (3HAK 0OCITY)KHMBaHUS) (B COOTBETCTBHU C MMyHKTOM 2.9 [IprMepHON HHCTPYKIIHHN);
HaNMEHOBaHHUE OPTaHU3ALIHN;

HaMMEHOBaHUE BHJIA JIOKYMEHTA;

MECTO COCTABJICHUS MJIH U3aHUS TOKYMEHTa,;

nn

OTMETKH JJI pa3MeIIeHUsT PEKBU3UTOB "faTa MOKyMeHTa", "perucTpalinoHHbIA HOMEpP JOKyMeHTa'" .



2.25. brnaHk muchbMa OpraHU3aIiK JOJHKCH BKIIIOYATh CICAYIONINE PEKBU3HTHI:

aMbIIeMy (B COOTBETCTBUU C MMyHKTOM 2.9 [IpuMepHO# HHCTPYKITHH);

TOBApHBIN 3HAK (3HAK 0OCITYKUBaHUS) (B COOTBETCTBUU C IyHKTOM 2.9 [IpuMepHOM HHCTPYKITUH);
HAaNMEHOBAaHUE OPTaHU3AIHH;

CIPaBOYHEIC JaHHBIE 00 OpraHU3allHH;

OTMETKH [JIs TPOCTABIIEHUS PEKBM3WTOB 'mata JOKyMeHTa', '"perucTpanrOHHBI HOMEp
JoKyMeHTa", ""cChlJIKa Ha perucTPalMOHHBIN HOMEP U JIaTy NOCTYNHBIIETO TOKyMeHTa" .

B OmaHk muchbMa JOHKHOCTHOTO JIMIA JIOTIOJIHUTENBHO BKIJIFOUACTCS PEKBU3HT "HAUMEHOBaHUE
JOJDKHOCTH JiAma", a B OJIaHK MHAChMa CTPYKTYPHOTO TOpa3ieieHns (COBEMATENbHOT0, METOHNYECKOTO,
3KCIIEPTHOTO WJIM MHOTO OpPraHa) OpraHu3aliy - HAMMEHOBAHUE CTPYKTYPHOTO TIOIPa3ICICHUS.

2.26. BHyTpeHHHE AOKYMEHTBI OpraHu3aniu, opopmisieMble He Ha OJaHKe, JOJKHBI COIEpKaTb
COOTBETCTBYIOIINE BUYy JOKYMEHTA PEKBHU3HTHIL.

2.27. DMbnema opraHuzaluu, pa3paboTaHHass W YTBEp)KICHHAs B IOPSJAKE, YCTAaHOBICHHOM
3aKOHOAATENhCTBOM Poccuiickoit Denepannu, pa3MeniaeTcs Ha OaHKax JTOKYMEHTOB B COOTBETCTBHH C
nyHKTOM 2.9 TIprMepHO HHCTPYKIMU U HA OCHOBAaHUU HOPMATUBHBIX aKTOB OPraHU3ALIMH.

Nzobpakenne >MOIeMbl IOMEIIAETCSl HA BEpXHEM Tose OaHka JOKyMEHTa Ha paccTosHuu 10 MM
OT BEpXHEro Kpas JIMCTa, 3aXBaThIBasi 4acTh paboveil 30HbI JOKYMEHTa, LIEHTPOBAHHO HaJ PEKBU3UTAMH
OpraHu3alyu.

2.28. ToBapuelii 3HaK (3HaK OOCIY)KMBaHHS), 3apETUCTPUPOBAHHBIA B yCTAHOBJICHHOM
3aKOHOAATENhCTBOM Poccuiickoit Dexepanyin MopsaKe, BOCIPOU3BOAUTCS Ha OJaHKaX OpraHHW3alld B
COOTBETCTBUM C TyHKTOM 2.9 IIpuMepHON HWHCTPYKIMM M Ha OCHOBAaHHMM HOPMATHBHBIX aKTOB
OpraHu3allyu.

N300pakeHne TOBapHOro 3HaKa (3HaKa OOCITYXHBAaHUS) TOMELIAETCS] HA BEPXHEM I10JI€ TIOKyMEHTa
Ha paccTosHMM 10 MM OT BepXHEro Kpas JIMCTa, 3aXBaThIBas 4acTh pabodel 30HBI JJOKYMEHTa, HaJ
PEKBU3UTAMU OPraHU3allMd MJIM CJIEBA HAa YPOBHE HAUMEHOBAHUS OPraHM3alMM, 3aXBaTbIBas 4YacTb
JIEBOT'O IOJIA.

2.29. Kon ¢dopMbl JIOKyMEeHTa MpOCTaBiseTcsl Ha YHU(PHUIUPOBAHHBIX (OpPMAax JOKYMEHTOB B
coorBeTcTBHH ¢ OOIIEPOCCHICKUM KiaccudukaTopoM yrpasieHueckoi nokymenrtammu (OKY/) wmu
JOKAJIBHBIM KJIACCU(HUKATOPOM, PACIIOJIAraeTcsi B MPABOM BEPXHEM YIJIy pabouero moisi AOKYMEHTa,
coctouT u3 cioB "dopma 1o (HamMeHoBaHHe KiIaccudukaropa)" u HudpoBoro Koja.

2.30. HaumeHoBaHMe OpraHuM3allid Ha OJaHKe JOKYMEHTa JOJDKHO COOTBETCTBOBATh
HaVMEHOBAaHHMIO IOPHIMYECKOrO JIMIAa B YCTaBe OpraHm3anuu. Ha OnmaHkax JOKyMEHTOB YKa3bIBaeTCs
HoJIHOE O(UIMAIFHOE HAUMEHOBAHUE FOPUINUECKOTr0 JIMIA ¢ yKa3aHUEM €ro OpraHU3aIl[IOHHO-TIPaBOBOM
q)OpMLI, HaJd HAaMMCHOBAHHMEM OpraHH3allluMi YKa3bIBACTCA HAMMCHOBAHUC BBIIHCCTOSIHIeﬁ OopraHuvsanuu
(mpu ee HaNM4YMHU), IOJ HAMMEHOBAHMEM OpPraHU3allMM B CKOOKAaX YKa3bIBaeTCs COKpAICHHOE
HaUMEHOBAaHHE OpPraHU3allly, €CIIH OHO MPETYCMOTPEHO YCTABOM.

2.31. HawmMeHoBaHWE CTPYKTYpPHOTO TIOJpa3feieHus (B TOM uUucie Guinaia, OTACICHHS,
MIPEJICTABUTEIHCTBA, KOJUIETHAaIbHOTO, COBEIIATEIHHOIO HJIM MHOTO OpraHa) yKa3bIBaeTcs B OJIaHKax
MUCEeM M OJlJaHKaX KOHKPETHBIX BHIOB JOKYMEHTOB, U3/IaBAEMbIX COOTBETCTBYIOIIMMHU MOAPA3ICIICHUIMHU
B COOTBETCTBUU C JIOKAJbHBIMH HOPMATHBHBIMH aKTaMH oOpraHusanud. Han HanMeHOBaHHWEM
CTPYKTYPHOT'O TIOJpa3/iejiCHUs yKa3blBACTCSI HAMMEHOBAaHHE OpraHM3alMd, YbUM  (UIHAIOM,
OTHENICHUEM, IMPENCTABUTEILCTBOM, KOJUIETHAIBHBIM WM  COBEIATEIbHBIM OPraHOM JaHHOE
MoJIpa3AeTICHHE SIBISETCS.

2.32. HammeHoBaHue AOJKHOCTH JIMlla UCIHOJIb3YCTCAd B OlaHKax IHCEM JOJDKHOCTHBIX JIMI] H
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pacmnojiaracTcs 1nmoJ HauMEHOBAHUEM OpraHrU3allii.

2.33. CmpaBouHble JaHHBIE 00 OpraHM3alMM YKa3bIBAIOTCA B ONAHKaX IMHMCEM M BKIOYAIOT:
MOYTOBBIA aJipec OpraHu3anvu (ZOMOJHUTENBFHO MOXET YKa3blBaThCS aapec MecTa HaxXOXKACHUs
IOPUIMYECKOTO JIMIIA, €CIM OH HE COBIAJAaeT C IMOYTOBEIM aapecoMm); Homep TenedoHa, (akca, aapec
AIIEKTPOHHOM MOYTHI, CETEBOU afpec, a Takke Koja opranuzanud mo O6mepoccuiickoMy Kiaccuuxaropy
npeanpusituii u  opranmzanuidi  (OKIIO), OCHOBHO#H TrocynapCTBEHHBIH PErHCTPALIOHHBI HOMEp
opranuzanmu (OI'PH) u mpenTudukanmoHHbI HOMEp HAJOTOIUIATEbIINKA/KOJ MPUYHHBI TTOCTAHOBKH
Ha Hanorosbii yuet (MHH/KIIIT).

2.34. HaumeHoBaHHWE BHJAa JIOKYMCHTa YKa3bIBAaeTCsl Ha BCEX JOKYMEHTaxX, 3a HUCKIIOYCHUEM
JICIOBBIX (CIYKEOHBIX) IHCEM, pacIojiaraeTcsl IOJ HAUMEHOBAaHUEM OpraHu3aiuu (CTPYKTYPHOTO
MTOApAa3ACICHUS, TODKHOCTH).

2.35. JlaTa nokymeHTa JOJKHA COOTBETCTBOBATH JaTe MOANMCAaHUs (YTBEPKACHNUS) JOKYMEHTA HITH
(B mpoTOKONIax) gate coOBITHS, 3aUKCHPOBAHHOTO B JOKYMEHTE.

Jlata JTOKyMEHTa 3alUChIBACTCS B ITOCICI0BATEIBHOCTH: ICHb MECSIA, MECSII, TOJl OJHUM M3 JBYX
CII0CO0OB:

apabckumu ndpamu, pazaeneHHpIME Toukoi: 05.06.2018;
CJIOBECHO-ITU(PPOBBIM criocobom: 5 utons 2018 .

Ha noxymenrax, opopmisieMblx Ha OnaHke, JaTa JOKYMEHTa IPOCTAaBISETCA IO PEKBU3UTaAMH
"HauMeHOBaHUe BUa NOKyMeHTa" (B OJlaHKaX KOHKPETHBIX BUAOB IOKYMEHTOB) U "CIpaBOYHBIEC TaHHBIC
00 opranmzanun" (B OJaHKax MUACEM).

JlaTtoii moKyMeHTa, M3IaHHOTO COBMECTHO IBYMsI WJIH Oojiee OpraHmM3alusMH (JTOJDKHOCTHBIMU
JUIAMU), SIBJISICTCS 1aTa MOAMUCAHUS TOKyMEHTA MOCICIHEH CTOPOHOM.

2.36. PeructpailnoHHBIH HOMEp JOKyMEHTa - IU(POBOH WM OYKBEHHO-IU(PPOBOH UAECHTH(OUKATOD
JOKyMEHTA, COCTOSIIMIA U3 MOPSIKOBOTO HOMEpa JOKYMEHTa, KOTOPBIH, 0 YCMOTPEHUIO OpraHU3alliH,
MOJKET JIOTIONHATBCS UUPPOBBIMA WM OyKBEHHBIMH KOJaMH (MHAEKCAMH) B COOTBETCTBHUHM C
UCIIOJIb3YEMBIMH KJIacCU(PUKATOPAMH.

Ha nmoxymeHTe, cOCTaBIEHHOM COBMECTHO JBYMs M 0O0Jee OpraHu3alusMH, MPOCTaBISIOTCS
PErUCTpallMOHHBIE HOMEpPA JOKYMEHTA, IIPUCBOCHHBIE KAKJIOM M3 opraHusaunuid. PerucrpanuoHHbIE
HOMEpPA IIPOCTABIISAIOTCS B IOPSAJKE YKa3aHWs HAUMEHOBAHWW OpraHU3aluil B 3aroJ0BOYHOM 4YacTH
(mpeam0Oyiie) JOKyMEHTa U OTAEISIOTCS IPYT OT Ipyra KOCOH YepTOH.

2.37. Ccplika Ha PETUCTPAIlMOHHBIM HOMEp W JaTy MOCTYNMBILIETO JOKYMEHTa, COCTOSIIas U3
PETUCTPALIMOHHOIO HOMEPA M J1aThl BXOJSIIETO TOKYMEHTa, HAa KOTOPBIA TaeTCsl OTBET, IPOCTABIISETCS B
Buzae orMeTkd "Ha N ... or ..." B O1aHKe mUCHMA.

B TexcT muceMa-oTBeTa CBCACHHUA O PETUCTPALIMOHHOM HOMEPE U AATC MOCTYNHMBIICTO IMUCbMaA HE
BKJIFOYArOTCA.

2.38. Mecto cocraBneHusi (M31aHHUA) JOKYMEHTa YKa3bIBaeTCsi BO BCEX IOKYMEHTax, KpOMe
JIENIOBBIX (CITy)KEOHBIX) IMUCEM, BHYTPEHHHX WH(POPMAIIOHHO-CIIPABOYHBIX JIOKYMEHTOB, a TaKXKe B
ClIy4ae, €Clid MECTO HaXOXJEHHUS OpPraHu3allMi BXOJIUT B €€ HaHMMEHOBaHME, HanpuMmep: MOCKOBCKHH
TOpOJICKON YHUBEPCUTET YIPABICHMUS.

Mecto cocraBieHusi (M3AaHUs) JIOKYMEHTa YyKa3bIBae€TCS B COOTBETCTBUH C IPUHSITHIM
aJIMUHUCTPATHBHO-TEPPUTOPHAIBEHBIM JISTICHUEM, Hanpumep: c. bnarosemenckoe Benbckoro p-nHa
ApXaHTreJIbCKO 00JI.

2.39. I'pud orpaHudeHMs AOCTYNA K JJOKYMEHTY TPOCTABISETCS B IIPABOM BEPXHEM YTIIy TIEPBOTO
JaucTa JAOKyMEHTa (IIPOeKTa JOKYMEHTa, CONPOBOAUTENBHOIO MHUCbMA K JIOKYMEHTY) OT T'paHHUIIbI



BEPXHEro TMOJS TNpPH HAIWYUM B JOKyMEHTEe HWH(OpMAINH, AOCTYIl K KOTOPOW OTpaHHYMBACTCS B
COOTBETCTBHUU C 3aKOHOIAaTeNIbCTBOM Poccuiickoit deaeparuu.

Buasl ucnons3yeMbIx B OpraHu3aliy IpugoB OTrpaHUYEHHS AOCTyHa JODKHBI COOTBETCTBOBATH
3aKOHOJATENbHBIM U MHBIM HOPMAaTHBHBIM IIPAaBOBBIM akTaMm Poccuiickoit Penepanuu U JODKHBL OBITH
3aKpeIUICHb! B JIOKAIbHBIX HOPMATHUBHBIX akTax. ['pud orpaHmveHust nocTyna K JOKYMEHTY (IIOMETKa
"Jlnst cimy»keOHoro nmonb3oBanusa” <6>, rpud "Kommepueckas Taiina" <7>) MOKET JOMOIHITHCS HOMEPOM
3K3EMILIsIpa JAOKYMEHTa M JIPYTMMH CBEICHUSMH B COOTBETCTBUHM C 3aKOHOAATEILCTBOM Poccuiickoi
®denepanuu.

<6> Ilynkrt 1.4 IlonoxeHus o mopsiAKe oOpalieHus co CIy»)eOHOi nHpOopMAaIUel OrpaHUICHHOTO
pacnpocTpaHeHuss B (elepaNbHBIX OpraHaX WCHOJHUTEIHHONW BIIACTH, YIOJHOMOYEHHOM OpraHe
YOPABJICHUS] KCIOJIB30BAHUEM AaTOMHOM DJHEPrud M YIOJIHOMOYEHHOM OpraHe II0 KOCMHUYECKOM
JIesITEeIbHOCTH, YTBEPKIACHHOTO mocTaHoBiIeHneM llpaBurtenscTBa Poccuiickoit @eneparwm ot 3 HOSOps
1994 r. N 1233 (CoOpanue 3akoHomatenbcTBa Poccmiickoit @enepammm, 2005, N 30, ct. 3165; 2012, N
31, cr. 4368; 2016, N 9, cT. 1263; 2016, N 13, cT. 1833).

<7> Yactp 4 crateu 6 ®enepansHoro 3akoHa oT 29 utonsg 2004 r. N 98-®3 "O kommepueckont
taiine" (CobOpanue 3akoHomaTenscTBa Poccuiickoit @enepammm, 2004, N 32, cr. 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).

B nmokymeHTax opraHuzalyu, COAEP)KAILIMX CBEACHUs, COCTaBJIAIOLINE KOMMEPUYECKYIO TaiiHy, B
cootBeTcTBUM ¢ DenepanbHbiM 3aKk0HOM 0T 29 nronst 2004 1. N 98-03 "O xommMepueckoil TaiiHe" Hapsaay
c rpudoM yKas3bIBalOTCA IOJHOE O(UIMaNbHOE HAMMEHOBAHUE IOPUAMYECKOrO JMI@, MECTO €ro
HaxoxxaeHus. Hanpumep:

Kommepueckas TaitHa

OBY "HaumeHoBaHue opranuzaguu’
MecTto Hax0XIeHUs

2.40. AznpecaT - PEKBH3HT, HUCIOJB3YeMbIH NMpH O(OPMIICHHH JICJIOBBIX (CITy>KEOHBIX) TIHCEM,
BHYTPEHHHUX HH(POPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB.

AzpecatoM JTIOKYMEHTa MOXET OBbITh OpraHW3allusl, CTPYKTYPHOE IOjpa3/ieieHle OpraHu3aluy,
JOJDKHOCTHOE MITH (PU3NUECKOE JIULIO.

PexBusut "agpecat” odopmisieTcst Ha OJIaHKE C YTIIOBBIM PACIIONIOXKEHHEM PEKBU3UTOB - B BEpXHEH
NpaBoOi YacTH JOKYMEHTa, Ha OJlaHKe C MPOJOJEHBIM DPAacIONOKEHHEM DPEKBU3UTOB - CIpaBa MO
pexBusuTaMu Onanka. CTpoku pekBU3HUTa "agpecaT" BRIPAaBHUBAIOTCS MO JIEBOMY KpPalO MJIM LEHTPYIOTCS
OTHOCUTENLHO CaMOW AJTMHHOW CTPOKH.

[Ipu anpecoBaHuMM MAOKyMEHTa PYKOBOAMUTENIO (3aMECTUTENIO PYKOBOJUTENS) OpTaHU3aluU
YKa3bpIBAIOTCSI B JAaTENbHOM IHaJeXe HauMEHOBAaHHME JOJDKHOCTH PYKOBOIMTENS (3aMECTUTENs
PYKOBOJUTEINS), BKIIOYAIOIIee HAMMEHOBAHNE OPTaHU3alnH, (aMUINI0, HHULHAIIB! JOJDKHOCTHOTO JIUIIA.
Hanpuwmep:

I'enepanbHOMY TUPEKTOPY
®BY "HanmeHnoBaHue
opraHu3anun"

damvunus U.0.

HpI/I aaApeCOBAaHUMN MNHMCbMAa B OpPraHU3alvi0 YKa3bIBACTCA €€ IIOJIHOC WM COKPAIICHHOC
HAaMMCHOBAHHEC B MUMCHUTCIIBHOM ITaCKCE.
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[Ipu anpecoBaHnM JOKYMEHTA B CTPYKTYpHOE MOJIpa3ieTIieHNe OpraHu3alluy B peKBU3uTe "aapecar”
YKa3blBAIOTCSI B MMEHHUTEIBHOM IIaJIe)K€ HAaMMEHOBAHUE OpPraHu3alliM, HW)KE - HauMEHOBaHHE
CTpYKTypHOT0 nozpasaenenus. Hanpumep:

OBV "Haumenosanue
opraHu3anun"
OUHAHCOBOE YIIPABJICHHE

IIpu agpecoBaHMH nNUCbMa PYKOBOAUTENIO CTPYKTYPHOTO TOAPA3NEICHUS YKa3bIBAlOTCS B
MMEHUTEIBPHOM IaJICK€ HAMMEHOBAHHME OpraHU3alluy, HWXKE - B JIaTEIbHOM IMaJCKEe HAUMEHOBAHHE
JOJDKHOCTH PYKOBOJWTEINA, BKJIIOYAONIEe HAUMEHOBAHWE CTPYKTYPHOTO IMOApa3feNeHus, (aMUInio,
nHuuansl. Hanpumep:

ObY "HammenoBanue
opraHu3anun"
PykoBoguTeno 1oroBopHo-
MPaBOBOTO OTAENa
®ammmus 1.0.

n "

Ilepen (amunueld MOIKHOCTHOTO JIMIA JOMYCKaeTcs yMNOTPeONATh COKpalieHue '"T-Hy
(rocnoauHy), eciu aapecaTr My>KYiHa, WK "T-ke" (TOCIoXKe), eClIU aJpecar KeHIUHA, HaIPUMEP:

r-uy @amunus 1.0.
r-xe Gamuus U.0.

IIpu pacceuike TOKyMEHTa IpylIe OpraHu3anyi OJHOrO TUIIA UM B CTPYKTYPHBIE ITOAPA3IEICHUS
OJTHOM OpraHM3alluy, aapecaT yKa3bpiBaeTcs 0000menHo. Hanpumep:

PykoBoauTensm ¢unmnanon
®OBY "HanmenoBanue
opraHuzauuu"

PykoBogutensam ynpasieHHi
u otneiaoB OBY "Hanmenosanue
opraHuzamnun"

[Ipu paccbuike AOKyMEHTa HE BCEM OpraHM3allMAM WM CTPYKTYPHBIM TOJpa3ieiIeHHUSIM IO
pexBm3uTOM "Azpecar" B ckoOKkax ykaseiBaeTcs: "(1mo crimcky)". Hampumep:

PykxoBogutensam ynpasieHuil u otnenos ObY
"HaumenoBanue
opraHuzauuu"

(o crimcky)

Crucok PaCCBIIKU COCTaBIACTCA UCIIOJITHUTCIIEM.

Ecnu nuceMo HampasiisieTcsl B OpraHU3aluIo WM JOJLDKHOCTHOMY JIMILY M JUISL CBEICHHUS €IIE psAay
OpraHu3alyii WK JTOJDKHOCTHBIX JIML, 00lIee KOJMYECTBO aJpecaToB HE JOJDKHO OBITh 0oJiee YeTHIpEeX,
TIPH 5TOM OCHOBHOII ajipecaT yKa3bsIBaeTcs MEPBHIM, coBo "Komus" mepen BTOpbIM, TPETHUM, YETBEPTHIM
ajpecaTaMM He TeyaTaeTcs.

B cocrtaB pexBuszuTa "Anpecar" MOXKET BXOAUTHb MOYTOBBIA aipec. DIEMEHTHI MOYTOBOIO ajapeca
YKa3bIBaKOTCS B IIOCJIEAOBATEIBHOCTH, YCTAaHOBJIEHHOM IIpaBuiiaMu OKa3aHMsl yCIIyI IOYTOBOH CBS3H
<8>:
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<8> [lynkr 22 [IpaBui oka3zaHus yCIyT OYTOBOM CBSI3H, YTBEPKACHHBIX IPUKa30M MUHHCTEPCTBA
CBA3M U MAacCOBBIX KOMMyHuKauui Poccuiickoit ®epepamuu ot 31 wmrons 2014 r. N 234
(3apeructpupoBad B MuHHCTEpPCTBE OCTHUIMH Poccmiickoit ®Pepepanmn 26 npexadbps 2014 r.,
peructpanmoHHeii N 35442), ¢ wW3MEHEHWSMH, BHECCHHBIMH TPHUKAa30M MUHHCTEPCTBA CBSI3H U
MaccoBbIX KoMMyHuKanuii Poccuiickoii ®enepanmu ot 13 ¢epans 2018 r. N 61 "O BHeceHuu
M3MEHEeHUH B nmpuka3 MuHHCTEpPCTBA CBA3M M MacCOBbIX KoMMyHuKauil Poccuiickoit deaeparnuu ot 31
utonst 2014 1. N 234 "O6 yrBepknenun [IpaBun oka3zaHus yciayr IMOYTOBOU CBSI3U" (3apeTHCTPUPOBAH B
Munuctepctse 1octuuuu Poccuiickoit @eneparuu 28 mapta 2018 r., peructpanuonssiit N 50545).

a) JJS IOPUIUYECKOrO JIUIA - TIOJHOE WIIM COKpAIlleHHOe HaMMeHOBaHWe (TMPH HAIUYWH), JUIS
TrpakIaHrHA - GaMIIHsI, UM, OTYECTBO (TIOCICTHEE TIPH HATHMYIHNH);

0) 0AaHKOBCKHE PEKBH3HTHI (IUIsl MIOYTOBBIX MIEPEBOJIOB, HAMPABISICMBIX IOPUIMYCCKOMY JIHILY MU
MPUHAMAEMBIX OT IOPHINIECKOTO JINIIA);

B) Ha3BaHHUE YJIHIBI, HOMEp JI0Ma, HOMEp KBAPTUPBL;

T') Ha3BaHHUE HACEJIIEHHOTO ITyHKTA;

1) Ha3BaHHE PaliOHAa;

€) Ha3BaHWe PECIyOIUKH, Kpast, 00JIaCTH, aBTOHOMHOT'O OKpyTa (001acTH);
K) Ha3BaHHE CTPaHBI (IJIs1 MEKAYHAPOIHBIX TTIOYTOBEIX OTIIPABIICHUH);

3) MOYTOBBII HHIEKC.

IlouroBsrit agpeC HE YKa3bIBA€TCA B HNOKYMCHTaX, HaIllpaBJIIEMbIX B BBICIIME OpraHbl BJIACTH,
BBIIICCTOAIINE OpraHu3aluy, NOABCAOMCTBCHHLIC OpraHu3alliid W MOCTOAHHBIM KOPPECIIOHACHTaAM (3a
HUCKIIIOUCHUEM HallpaBJICHUA IMTMCEM YKa3aHHBIM aJip€caTaM B KOHBEPTaxX C IPO3pavYHbIMHU OKHaMI/I).

[Tpu oTrpaBKe MHECHMa IO AEKTPOHHOM MmoyTe MM (PaKCUMIIIBHOM cBsA3M (0€3 TOCBUIKH MO MOYTE)
TIOYTOBBIN aJipec He yKa3biBaeTcs. [Ipr HEOOXOIUMOCTH MOXKET OBITh yKa3aH dJIEKTPOHHBIN ajipec (HoMep
tenedona/dpakca). Hanpumep:

OBV "HaumenoBanue
opraHuzamnun"

DNEeKTPOHHBIN ajpec

2.41. T'pud yTBepkaeHUST JOKYMEHTa TPOCTABIISETCS HA JOKYMEHTAax B MPaBOM BEPXHEM YTy
MEPBOro JINCTa JOKyMeHTa. CTPOKM PEKBH3HMTA BBIPABHUBAIOTCS 110 JIEBOMY KpPAar0 HIM LIEHTPYIOTCS
OTHOCHUTEIIBHO CaMOM JIJTMHHOMN CTPOKH.

[lpu yTBepKIEeHUH JAOKYMEHTa COOCTBEHHOPYYHOW TMOMAMUCHIO JIOJDKHOCTHOTO Jidiia Tpud)
yTBepkeHusa coctouT u3 cinoBa "YTBEPXK/IAKO", HauMeHOBaHUS TOMKHOCTH JIMLA, YTBEPKIAIOIIErO
JIOKYMEHT, €T0 MOJIITUCH, MHUIINAJIOB, (DaMUJINK W 1aThl yTBepKIeHus. Hampumep:

YTBEPXIAIO
Hupekrop ®bY "Haumenosanue
opraHuzauuu"

Tonmuce N.0. ®amunusg

JHara
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[Ipu yTBepKaeHNH TOKYMEHTa PaCIOPSIUTENFHBIM TOKYyMEHTOM TPHU( yTBEPKICHHUS COCTOHUT W3
cioea  "YTBEPXJIEH" ("YTBEPXIEHA", "YTBEPXJIEHbI" wm "YTBEPXJEHO"),
COTJIACOBAaHHOTO C  HAaMMEHOBAaHHMEM  BHUJA  YTBEpPXKJaeMOro JOKYMEHTa, Ha3BaHMs  BHJA
PacToOpsIINTENBHOTO IOKYMEHTa B TBOPUTEIHHOM TIaJIeKe, ero 1aThl, HoMepa. Hampumep:

(Permamenr) YTBEPXIEH
npukazom ObY "Hanmenosanue
opraHu3anun"
oT 5 okTs0pst 2017 r. N 82

(IlpaBuna) YTBEPXIEHbBI
npukazom ObY "Hanmenosanue
opraHuzanun"
ot 5 okTs10ps 2017 r. N 83

[Tpn yTBep)KIEHNH TOKyMEHTa KOJUICTHAIBHBIM, COBEIIATENFHBIM WM WHBIM OPraHOM, PEIICHHS
KOTOPOTO (PUKCHUPYIOTCS B POTOKOJIE, B TpU(E YTBEPKICHHS yKa3bIBaeTCs, HAMEHOBAaHUE OpraHa, JaTa
1 HOMep MpoToKoNa (B ckoOkax). Hampumep:

(ITomoxxenwe) YTBEPXJIEHO
Hay4uHO-TeXHUYECKHUM COBETOM
OBV "Nanosanusa"
(mpotokom ot 12.09.2017 N 12)

2.42. 3arogoBOK K TEKCTY - KpaTKoe cojaep:kaHue MOKyMeHTa. Eciu 3aroioBoK K TEKCTY OTBEYAET
Ha Bompoc "o yem?", oH HaumHaeTcs ¢ mpemiora "O" ("O0"). Eciu 3aroyioBok K TEKCTy OTBEYAET Ha
BOIpoc "uero?", OH COCTABISIET OAHO LIEJO€ ¢ Ha3BaHUEM BUAA JOKyMeHTa. Hanpumep:

mpuka3 (0 4eM?) 0 CO3/ITaHUH aTTeCTAIIMOHHON KOMUCCUH

MUCHMO (0 YeM?) 0 MpeJoCTaBIeHHH HHDOpMAIUN

akT (uero?) nmpuema-niepenadu Jaein

MIPOTOKOJ (4ero?) 3aceAaHuns IKCIEPTHON KOMUCCHH

3aroyioBOK K TeKCTy o(hopMIIsIeTCs TIOJT PEKBU3UTAMH OJIaHKA CJIeBa, OT TPAHUIIBI JIEBOTO TTOJIS.

2.43. TekcT JOKYMEHTa COCTaBIIIETCS Ha TOCyJapcTBeHHOM si3bike Poccuiickoit denmeparum umm

TOCY/IapCTBEHHOM SI3bIKe (S3bIKaxX) peciyOnuK B coctaBe Poccuiickoit denepannu B COOTBETCTBUU C
3aKOHOJIaTeJIbCTBOM peciyOiink B coctaBe Poccutickoit @eaeparuu <9>,

<9> 3akoH Poccwuiickoii ®enepammu ot 25 oktsiops 1991 . N 1807-1 "O s3pIkax HapoOIOB
Poccuiickoit ®eneparun" (BemomocTn chesna HapoaHbIX aemyTaToB U BepxoBHoro CoBera Poccuiickoit
Oenepanuu ot 12 pmexabps 1991 1., N 50, cr. 1740; Cobpanue 3akoHonarenbcTBa Poccuiickoit
Oenepanmu, 1998, N 31, cr. 3804; 2002, N 50, ct. 4926; 2013, N 27, c1. 3477; 2014, N 11, c1. 1094).

Tekct JOKYMECHTA JOJIKCH OBITH COCTaBJIEH T'paMOTHO, SICHO, ITIOHATHO X IO BO3MOXXHOCTHU KPaTKoO.
Tekct AOKYMCHTA JOJDKCH COACPKATh NOCTOBCPHYHO U AKTYyaJIbHYIO I/IH(l)OpMaLII/IIO, AO0CTAaTOYHYIO IJid
IIPUHATHA pemeHHﬁ WJIN UX UCHIOJHECHUA, HC JOJDKCH IO0IYCKAaTh Pa3JIMYHbIX TOJIKOBAHMH.

B Tekcte JOKYMECHTA, IMOATOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOJATCIIbHBIX NI MHBIX HOPMAaTUBHBIX
IMPAaBOBBIX AKTOB, PAHCC U3JAHHBIX PACIOPAANUTEIIbHBIX TOKYMCHTOB, YKA3bIBAIOTCA UX PCKBU3UTHI:
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HAaUMCHOBaHUE JIOKYMCHTA, HANMCHOBAaHUE OpraHa BIIACTH (OpraHW3alluu), W3AaBIIETro(ei)
JIOKYMEHT, JlaTa TOKYMEHTAa, PEeTUCTPAIMOHHBI HOMEpP IOKyMEHTA, 3ar0JIOBOK K TEKCTY;

HAaMMCHOBAHUC OpraHu3aliii WKW JOJDKHOCTHOr'O JiMia, YTBCPAUBIICTO OOKYMCHT, HOaTa
YTBEPKACHUA JOKYMEHTA.

TekcT MOKyMEHTa MOXKET COJACPIKATh Paslelibl, MOJIPa3eibl, MyHKTHI, TIOJIYHKTHI, HyMEpyeMbIe
apaOckumu 1udpamu. YpoBHEH pyOpHKaIIUK TEKCTa HE TOJDKHO OBITH 0OJIee YeThIpeX.

Texcr AOKYMECHTA U3J1aracTcs:
B [IpHKa3ax, U3JaHHbIX CIUHOJINIHO, - OT IICPBOI0 JIMlla CAUHCTBCHHOI'O YUCJIa ("... HpI/IKa3BIBaIO");

B MpPHKa3ax, WU3JAaHHBIX COBMECTHO JBYMS HIM Ooliee OpraHM3alUsIMH, - OT IIEPBOTO JIHIA
MHOKeCTBeHHOT0 uncia (... mpukaspiBaeM");

B MpPOTOKOJaX 3acelaHuii - OT TpeTbero Inuia MHoxecTBeHHoro uucna ("CJIVILIAJIN",
"BBICTYIIUJIN", "TIOCTAHOBUWJIN" wnu "PEIINIIN");

B JCJIOBBIX IIMChbMax, Oq)OpMHCHHbIX Ha OjaHkKax opranusanuu, - OT TIICPBOIro JiMHa
MHOXECTBEHHOT0 4ucia (IpOocUM, HampasisieM, MpeliaraeM) Wi OT TPEThero JUIa eIUHCTBEHHOTO
yucina ("mpeanpusTue He BO3paXKaerT...", "HHCTUTYT CUUTaeT BO3MOXKHBIM...");

B JCJIOBBIX IIMCbMaAX, O(bOpMJ]CHHI)IX Ha JOJDKHOCTHBIX 6HaHKaX, - OT II€PBOI'0 JiMla €CAMHCTBCHHOI'O
yucna ("mpomry ...", "mpennararo ...");

B JOKJIaJIHBIX H CJ'IY)I(G6HLIX 3allMCKax, 3adBJICHUAX - OT HNEPBOTO JiMlda €AMHCTBCHHOI'O YHUCJIa

nn

("mpomry ...", "cunTaro HEOOXOAUMBIM ...");

B JIOKYMEHTaxX, YCTaHaBIMBAKIWX (GYHKIUK (00S3aHHOCTH), TpaBa ¥ OTBETCTBEHHOCTh
CTPYKTYPHBIX TO/Ipa3/ieieHuil, pabOTHUKOB (TIOJIOKEHNE, HHCTPYKIIHS), & TAK)KE COACPIKAIINX OMUCAHUC
cUTyauui, aHanu3 (pakToB W BBIBOABI (aKT, CIpaBKa), UCHONB3YyeTcs (opMa H3IIOKEHHS TEKCTa OT
TPEThETO JIMIA EAWHCTBEHHOTO WM MHOXXeCTBeHHoro uwncia ("ormenm ocymecTBisieT (GyHKIuW...",
"KOMUCCHSI TIPOBETIa MPOBEPKY...").

[Ipr moaroToBke TeKcTa JOKYMEHTa CIIeAyeT COOJIoAaTh MpaBWiia HAMUCAHUS OQHIMAIBLHBIX
HAaUMEHOBaHUH, YUCIUTENBHBIX 1 €JUHUL] H3MEPEHHUS.

B TekcTax JOKYMEHTOB YHOTPEOJSIFOTCS OOIICTIPUHAThIE a00peBHaTyphl M rpaduueckue
COKpAIlICHHSI.

[Ipu ykazaHum B TekcTe (haMWIMK JIWIAa WHUIHAIBl CTAaBATCS TMocie Qammiuu. B nmemoBbix
(city>xe0HBIX) TUChbMAaX MCIIOJIb3YIOTCS:

BCTYIIUTCIILHOC O6paH.I€HI/I6I

YBaxaemsIii rocioguH Ipencenarens!
YBaxkaemblil rocnoiud MuHuctp!
VYBakaemsblil rocrionud MBaHoB!
YBaxxaemas rocmoxa Ilerpona!
YBaxaewmsrii Msan [letpoBua!
VBakaemas Anna HukosraesHa!
VBaxkaeMble rocroja!

3aKIII0YMTeNbHAs! dTHKeTHas (pasa: "C yBakeHueM, ...".

HaumenoBanue JOJDKHOCTU B O6paH.[€HI/II/I IUIIETCA C HpOHHCHOﬁ 6YKBI>I, B 06paH_IeHI/II/I oo
(i)aMI/IJII/II/I WHUIWAJIBI JIMa HE YKAa3bIBAOTCH.



2.44. OT™MeTKa O NMPHJIOKEHHU COACPKHUT CBEICHUS O JOKYMEHTE (JIOKYMEHTaX), MPHIaraeéMoM K
CONPOBOJUTENFHOMY IHCbMY, WHOMY HH(OPMAIMOHHO-CIIPABOYHOMY IOKYMEHTY, WJIH O TOM, 4YTO
JOKYMEHT SIBJISIETCS NMPHJIOKEHUEM K OCHOBHOMY JOKYMEHTY (HOPMAaTHBHOMY, PacIOPSANTEIBHOMY HIIH
UHOMY).

B CONIPOBOAUTEIIbHBIX MHUCbMax U APYTUX I/IH(bOpMaL[I/IOHHO-CHpaBO‘IHBIX JOKYMEHTax OTMETKa O
IMPUJIOKCHUN O(I)OpMIISIeTCSI moa TEKCTOM OT I'paHHUIBI JICBOT'O IMOJIA CICAYIOIIUM O6p330M§

€CJIM TIPUJIOKCHHUE HA3BaHO B TEKCTE:
IIpunoxenue: Ha 2 1. B | 9K3.
SCJIM TIPUJIOKCHHE HE Ha3BAHO B TEKCTE MM ©CJIM MPHJIOKEHUN HECKOJIBKO:

TIpunoxenue: 1. 1. ITonoxxenune 00 YIpaBIeHUH PETHOHAIBHOTO KPEIUTOBAHMS Ha 5 1. B 1 2K3.
2. CmpaBka 0 KaJpOBOM COCTaBe YTIPaBIEHHUS PETHOHAIHHOTO KPEIWTOBAHUS
Ha 2 1. B 1 9K3.

€CIIH TIpUJIOXKeHHE (TIPHIIOKEHHsT) COPOITFOpOBaHO(BI):

[Ipunoxenue: B 2 9K3.

IIpunoxenue: otyeT 0 HUP B 2 3k3.

€Clin  OOKYMCHT, SIBJIH}OHH/II\/'ICH MMPUWIOKCHUEM, HMCET TMPUIOKCHHUA C CaMOCTOSTCIBLHOM
HyMEpaLHeH CTpaHuLL;

[Tpunoxenue: JIOTOBOP BO3ME3IHOTO oKkazaHus yciyr oT 05.09.2017 N 32-17/72 u
MIPUIIOKEHUS K HEMY, BCETO Ha 7 J1.

€CIIM MUCbMO HampaBJisieTcs HECKOJIBKUM ajpecaraM, a JOKYMEHT-NPHUIOKEHHE TOJIBKO IEPBOMY
azpecary:

[Ipunoxenue: Ha 3 1. B 1 9K3. TOJIBKO B TIEPBBIN ajpec.

€CJIn  NPUIOXKCHUCM  ABJIAIOTCA NOKYMCHTBI, 3allMCAHHBIC Ha (1)1/1314%01(1/1 000CcO0JICHHBIH
3J'IeK’I’p0HHBIﬁ HOCHUTCIIb:

IIpunoxenue: DVD-R B 1 3k3.

HpI/I O9TOM Ha BKJIAJABIIIC (KOHBepTe), B KOTOpBIfI nmoMemacTCcd HOCUTCIIb, YKa3bIBAKOTCA
HaNMMCHOBAHUA JOKYMCHTOB, 3alIMCAHHBIX HA HOCUTCIIb, UMCHA Q)aﬁHOB, 00BeM B OaliTax.

B pacnopsanTenbHBIX JOKyMEHTax (TMpUKazax, pacHOpsDKEHUSX), JOTOBOpaxX, MOJOKEHUSX,
NpaBUIIaX, WHCTPYKIMAX W JPYTUX JOKYMEHTAaX OTMETKA O MPWIOKEHHH O(OPMIIETCS CIIEAYIOIIUM
obpa3om:

B TEKCTE JIOKyMEHTa TPH IEPBOM YIIOMHHAHUH JOKYMEHTA-IIPHIIOKCHUSI B CKOOKAaX YKa3bIBACTCSI:
... (mpunoxxenue) i ... (mpunoxxenue 1), (mpunoxenne N 1);

Ha NCPBOM JIUCTC JOKYMCHTA-IIPUIIOKCHHUA B IIPABOM BEPXHEM YTy YKA3bIBACTCA:



[Ipunoxxenne N 2

k npuka3zy ®bY "HanmenoBanmne
opraHu3anun"

ot 15.08.2017 N 112

Ecan mpunoxeHueM K pacnopsauTeIbHOMY ITOKYMEHTY SIBISIETCS JIOKAJTbHBIM HOPMATUBHBIM aKT
WIH WHOM JOKYMEHT, yTBEpP)KIAeMBIH MaHHBIM DPACIOPSOUTENFHBIM JOKYMEHTOM, Ha TIEPBOM JIHCTE
MIPUJIOKEHUS MPOCTABIIACTCS OTMETKA O MPHJIOKEHUH (0€3 CChUIKA Ha PacHOPSIUTEIbHBIA JOKYMEHT) U
rpud yTBEpXKICHHs, B KOTOPOM YKAa3bIBAIOTCS JaHHBIC PACIOPSIUTEIHLHOTO JIOKYMEHTa, KOTOPBIM
YTBEPXKICH JOKyMEHT-TIpuiiokeHue. Hanpumep:

[Ipunoxenue N 1

YTBEPXXIAEHO

npukazom ObY "Hanmenosanue
opraHuzanuun"

or 18.09.2017 N 67

2.45. I'pud cormacoBaHus MPOCTABISIETCS HAa JOKYMEHTE B CIIydae €ro BHEIIHETO COTJIaCOBaHMS
(coryiacoBaHue ¢ OpraHaMH BJIACTH, HHBIMUA OPTaHU3ALUAMU, TOJIKHOCTHBIMU JIUIIAMH).

I'pud cormacoBanust B 3aBUCMOCTH OT BHJIA JJOKYMEHTa 1 OCOOCHHOCTEH ero 0(hopMIICHUS MOXKET
IMPOCTABJIATHCA:

Ha TMCPBOM JIMCTC JOKYMCHTA (eCHI/I JOKYMCHT MMCCT THTyHBHBIﬁ JIUCT, - HA TUTYJIBbHOM J'II/ICTC) B
JI€BOM BEpPXHEM YIJIy Ha ypoBHE Tpuda yTBEp)KICHUS WIM MOJ HAWMEHOBAaHHEM JOKYMEHTa OJIKe K
HIDKHEMY TIOJTIO);

Ha NOCJICOHEM JIUCTC JOKYMEHTA IO TCKCTOM;,
Ha JIUCTC COIJIaCOBaHMUA, ABIAIOIICMCS HEOTHhEMJIEMOH YaCThIO JOKYMCHTA.

I'pu¢ cornacosanus cocroutr u3 cioa "COINTACOBAHO", nomkHOCTH /M@, C KOTOPBIM
COIJIacOBaH JIOKYMEHT (BKJIIOYasi HAMMEHOBAaHWE OpPraHU3alliH), €ro COOCTBEHHOPYYHOW MOJIIIKCH,
WHUIMAJIOB, (haMUJIMH, 1aThl coriacoBanus. Hanpumep:

COI''TACOBAHO
I'enepanbHbIi JUPEKTOP
ObY "HaumeHnoBanue
opranuzanun"

Iloamuce N.0. ®amuinug

Jlara

Ecmm cormacoBanue OCYIIECTBIIACTCA KOJIJICrUaJIbHbIM, COBCINATCIIbHBIM WJIM WHBIM OPraHoM, B
rpude cormacoBaHusl yKa3bIBAIOTCS CBEJCHHUS 00 OpraHe, COTJIaCOBaBIIEM JOKYMEHT, JaTe W HOMEpe
MPOTOKOJA, B KOTOPOM 3a(pUKCUPOBAHO PEIICHNE O COTIacCOBaHUM. ECIu coriacoBaHne OCYIIECTBIICTCS
MHUChbMOM, YKa3bIBalOTCS BUJ JIOKYMEHTa, HAMMEHOBAHUE OpraHU3alluH, COrJacoBaBIlEeN IOKYMEHT, JaTa
1 HoMep niicbma. Hampumep:

COI'JTACOBAHO

HayuHo-TeXHUYECKHUM COBETOM

OBY "HanmenoBanue opranu3auu’ (IPOTOKOI
oT N )




COI'TACOBAHO

miuceMoM OBY "HaumeHnosanue
opranuzanuun"

oT N

2.46. BHyTpenHee coriacoBaHue ITOKyMeHTa odopmIisieTcs Bu30d. Buza BelpakaeT MHEHHE JIHIIA,
BU3HPYIOIIETO MPOSKT JIOKYMEHTa, M BKIOYACT: JOJDKHOCTh JIMIIA, BU3UPYIOIICTO JTOKYMEHT, MOJIITUCH,
pacimppoBKy OMUCH (MHUIIUAIBI, ()aMHJIUIO) U JaTy BU3UpoBaHus. Hanpumep:

PykoBoauTeNs IOPUANIECKOTO OTEA
TTommuce 1.0 ®ammusg

Jara
[Ipu HanwuMyM 3aMedaHuil K TOKyMEHTY BH3Y O(DOPMITSIOT CIETYIOIINM 00pa3oM:

3amMeuaHus NpUjIararTCs.
PykoBonuTens IOpUIUIECKOr0 OTAEIA

Iloamuce 1.0 ®amunug

Jlara

B nmokymeHTax, MOATUHHUKM KOTOPBIX XPAHATCS B OpraHU3allH, BU3Bl IIPOCTABISAIOT Ha
MOCIIETHEM JIUCTE JOKYMEHTA IO/ TOMKCHI0, Ha 000pOTe IMOCIEAHEr0 JIMCTa TOUIMHHUKA TOKYMEHTa
VI Ha JINCTE COTTIACOBaHUS (BU3UPOBAHMS ), IPUIAraeMoM K JOKYMEHTY.

B UCXOOAIUX AJOKYMCHTAX BU3bI MPOCTABIIAIOTCA HAa 3K3CMIUIApAaX JOKYMCHTOB, IMOMEIIACMbBIX B
pI(SAI (O

[lo ycMoTpeHHIO OpraHM3allMd MOKET NMPUMEHSTHCA MOJUCTHOE BU3UPOBAaHHE JOKYMEHTA U €ro
MIPUWIOKEHUM.

CornacoBaHue NPOEKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYILECTBIISIETCS] B COOTBETCTBUH C
nyHkTamu 4.1 - 4.11 IlpumepHOH HHCTPYKIHH.

2.47. llognuce BKIIOYAET: HaUMEHOBAHMWE JIOJKHOCTH JIMIIA, IMOAINKCHIBAIONIETO JOKYMEHT, €ro
COOCTBEHHOPYYHYIO MTOJIKCH, MHUIMAJBI, (hamunuio. Hanpumep:

I'enepanbHBI AUPEKTOP [Toanuce N.0. Gamunms

Ecimm HAOKYMCHT Oq)OpMJ'IeH HC Ha 6J'IaHK€, B HAaWMMCHOBAHHEC [OOJDKHOCTH BKJIKOYACTCA
HaNMMCHOBAHUC OpTraHU3aIluu. HaanMep:

T'enepanbHBII TUPEKTOP
OBV "HanmenoBanue
opranuzanuu" IMoamnuce n.0. damunus

[pu obopmiteHnn 10KyMeHTa Ha OJaHKe JIOJDKHOCTHOTO JIUIA JIOJDKHOCTh 3TOTO JIUIA B TOAIUCH
HE YKa3bIBaeTCsl.

IMoanuce 1.0. damunus



IIpu nmoamucaHuu JNOKyMEHTa HECKOJIBKMMHU JIOJDKHOCTHBIMHM JIMLAMM, 3aHUMAIOIIUMH pPa3HOE
MIOJIO’KEHUE, UX TOAMMCH paclioyiaraloTcsl OAHA MO APYroi B MOCIEN0BATEIbHOCTH, COOTBETCTBYIOMIEH
cTaTycy AomkHocTH. Hanpumep:

T'enepanbHbIit TUpPEKTOP [Toxanuce N.0. Gamunms

I'maBHEIH OyxTanTep [Nonmuce N.0. Gamunus

[lpy moamucaHWK JOKYMEHTAa HECKOIbKUMH JIMIAMH PAaBHBIX JOJDKHOCTEH WX IOJAIUCH
pacnosararoTcsi Ha OIHOM ypoBHe. Hanpumep:

3aMeCTUTENb TUPEKTOpa 3aMecTUTENh TUPEKTOPa
1o (PMHAHCOBBIM BOIIPOCaM O aJIMUHUCTPATUBHBIM BOIPOCAM
TTonmmuce N.0. damunus IToanuce N.0. ammnus

B nokymeHTax, MOATOTOBIEHHBIX KOMHCCHEH, B MOJAMNUCH YKA3bIBAETCSl CTaTyC JIMLA B COCTABE
komuccuu. Hanpumep:

N.0. Gamumnus

[Ipencenarens komuccuu [Toanuce
YJieHbl KOMHUCCUU IToamnuce N.0. ®amumnns
Iloamuce N.0. ®amunus

HpI/I nmoArnvuCaHu JOKYMCHTA JIMIOM, HWCIIOJJIHAOIINM 0053aHHOCTH PYKOBOAUTECIA, MOANHNCH
odopmIIsieTcs ¢ yKa3aHHEM CTaTyca J0JDKHOCTHOTO JIMLA B COOTBETCTBUU C MPHUKA30M (PaclopsHKEHUEM).
Hanpuwmep:

W.o. nupexropa [Toanuce N.0. Gammnus
WJIH:

HcnomHsaronmii 0013aHHOCTA
JIUPEKTOPA IToanuce N.0. ®amunus

[lpn noamucaHuM JOKyMEHTa JIMIIOM, HWMEIOIIMM TIpaBO MOJINUCH B CIydae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJMTEISl, WCIPABICHUS B HAaUMEHOBAaHUE JOJDKHOCTH W pacmu@poBKy damuanm
MOJITOTOBJIEHHOTO ¥ COTJIACOBAHHOT'O MPOEKTa JOKYMEHTa BHOCATCS OT PYKH WJIH C UCIIOJIb30BaHHEM
COOTBETCTBYIOLIMX INTamnoB. He gomyckaeTcss cTaBUTh KOCyI0 depTy, Haamuch '"3a" mepen
HaWMEHOBAaHHEM JIOJDKHOCTH JIMIA B TIOAIMCH, €CITH JJOKYMEHT ITOJIITHCHIBAET HHOE TOJDKHOCTHOE JIIIO.

2.48. OrMeTKa 00 3JIEKTPOHHOM MOIMCH MCITONB3YETCS IS BU3yalln3alliy JIEKTPOHHOM MOAMKUCH
moJryyaTesieM JIOKyMEHTa TpU OOMEHE OJJICKTPOHHBIMH JOKYMEHTaMH, IOJIHCAHHBIMH YCHUJICHHON
KBATU(OUITUPOBAHHON 3JIEKTPOHHON MOJIITUCHIO.

B cootBercTBUM ¢ 3akoHOmaTenscTBOM Poccuiickoit @eneparmm <10> oTMeTKa 00 3IEKTPOHHOM
noanucu (GopMUpyeTcss U BHU3YATU3UPYETCS MPOTpaMMHBIMU cpeiacTBaMu. OTMeTKa 00 3IeKTPOHHOM
noJanucyu BkiIovaeT ¢ppasy "JJokyMeHT moanucaH 3JIeKTPOHHOM MOANUCHIO", HOMEp cepTu(uKaTa Kioya
AJIEKTPOHHOH MOAMUCH, PaMUIINIO, UM, OTYECTBO BIIaJeIbIla cepTU(HKATa, CPOK JACHCTBHS CepTUPHUKATA
KJIFO4a JIEKTPOHHOM noanucu. Hanpumep:



<10> [Ipuka3 MwuHHCTEpCTBA CBSI3M M MacCOBBIX KoMMyHHKanui Poccuiickoit deneparyu u
®denepanbHoii ci1y)0b1 oxpanbl Poccutickoit deneparuu ot 27 mast 2015 . N 186/258 "O0 yTBep)acHUN
TpeboBannii K OpraHU3AIMOHHO-TEXHUYECKOMY B3aMMOJEHCTBHIO TOCYZAPCTBEHHBIX OpPraHOB U
TOCYIapCTBEHHBIX OpTaHU3aI[Mii IMOCPEACTBOM OOMEHa JOKyMEHTaMH B OIIEKTPOHHOM BHje"
(3apeructpupoBan B MuHucTepcTBe toctuiuu  Poccuiickoit ®epeparum 22 centsaops 2015 1.,
peructpaunonnsiii N 38956).

JOKYMEHT IIOAIINCAH
SJIEKTPOHHOM ITOAITUCHIO
Hupexrop Ceptudukar 1al11aaa000000000011 1N.0. @amunms
Bragenen ®amumus Ums OtaecTBO
HeticrBurenen ¢ 01.12.2012 mo 01.12.2017

[Moanucanue (yTBEep>KICHUE) AOKYMEHTa OCYHISCTBISICTCS B COOTBETCTBHM C MYHKTOM 2.47
IIpumMepHON HHCTPYKLIMH.

2.49. Tlewatp 3aBepsieT NONJIMHHOCTh TMONMNUCH JOJDKHOCTHOTO JIMLIA HA JOKYMEHTaX,
YIOCTOBEPSIONIMX MTpaBa JIKI, (GUKCUPYIOMUX (haKThl, CBSI3aHHbBIC ¢ (DMHAHCOBBIMH CPEICTBAMH, a TAKKE
Ha MHMHBIX JOOKYMCHTAX, IMPEAYCMATPHUBAIONIUX 3aBCPCHUEC IIOANMUCHU TII€YaTbiO B COOTBETCTBUU C
3aKOHOAaTeabCTBOM Poccuiickoit denepanuu.

I[OKyMCHTI)I 3aBCPAIOT II€HYATBhIO OpraHu3alnu. Ileuatn MIpOCTaBIACTCA, HC 3axBaTbIBas
COOCTBEHHOPYYHOH IIOANMCH JIUIA, MOAMKCABIIETO JIOKYMEHT, WU B MecTe, oOozHauenHoMm "MII"
("Mecro newatu").

2.50. Ormerka 00 WCHOJHUTENE BKIOYAaeT (aMWIMIO, UM M OTYECTBO (MPH HATUYWH)
UCTIONHUTEISI, HOMep ero TenedonHa. OTMeTka 00 HCIOJIHUTENE MOXKET JOIONHATHCS HAUMEHOBAaHHEM
JOJDKHOCTH, CTPYKTYpPHOTO TIOZpa3JeieHUs] M DJICKTPOHHBIM aapecoM wucmnonHuTens. Ormerka 00
UCIIOJHUTENE O(GOPMIISETCS Ha JIMIEBOM CTOPOHE IMOCIEIHEro JHCTa JOKyMEHTa OT I'PaHMIbI JIEBOTO
HOJIS WJIH, TIPH OTCYTCTBHU MECTa, - Ha 000POTHOM CTOpOHE JIHCTa BHU3Y ciieBa. Hanmpumep:

Wneun Unbs Uneuu, OTaen ynpaBiaeHUs: IEPCOHATIOM, BEAYIIUNA CIIEHUATUCT
+7 (495) 924-45-67, llyin_lv@techno.ru

OtMeTKka 00 UCTIONHUTETIE MOKET O(DOPMIIATHCS KaK HIPKHUKM KOJIOHTHTYJ M TIeYaTaThesl puGTOM
MEHBILIETO pa3Mepa.

2.51. OTmeTka O 3aBEpeHUM KOMUU OQOPMIISICTCS Ui TMOJITBEPXKICHHUS COOTBETCTBUSI KOIHHU
JOKyMeHTa (BBIIMCKM M3 JOKYMEHTA) IMOUIMHHUKY JAOKyMeHTa. OTMETKa O 3aBepeHHH KOIHHU
HPOCTABISIETCST HA CBOOOJHOM OT TEKCTa MECTE WIIM, NIPH OTCYTCTBHU CBOOOIHOTO MECTa Ha JIMILEBOM
CTOpPOHE JIOKyMEHTa, Ha 000pOTe JIOKyMEHTa W BKIJItOYaeT: CJIoBO "BepHo", HaMMEHOBaHHUE JOJKHOCTH
JIIA, 3aBEPHUBIIETO KOIMHUIO; €r0 COOCTBEHHOPYYHYIO TOAIMHKCH; PacIIM(pOBKY MOANUCH (MHUIUAIEL,
(hamMunIo); 1aTy 3aBepeHus KOMUH (BBITUCKU U3 JTIOKYMEHTA).

Ecau xomms BbIAACTCA IJId NPEACTABJICHHA B APYTI'YIO OpraHHU3aluio, OTMETKAa O 3aBEPEHUN KOIINU
JOMOJJHACTCA 3allMCbI0 O MECTE XpaHCHHA OOKYMCHTA, C KOTOpPOIro OBLIa HM3rOTOBJIEHA KOIlusi, H
3aBCPACTC I€UATHIO OpraHu3aliuu. HaanMep:

IHopmuaauK nqOoKyMeHTa Haxoautcs B ObY "HammenoBanne opranmzanmu” B nene N 08-05 3a 2015

r."

Bepuo
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3aB. OTJEIOM yNPAaBICHUS IEPCOHATIOM [Moanuce N.0. Gamunus

Jara ITeuats

Ha xommsx MHOTOCTpaHMYHBIX TOKYMEHTOB OTMETKAa O 3aBEPEHMH KOMMH IMPOCTaBISETCS Ha
KaXIOM JIMCTE JOKYMEHTA WJIM Ha IMOCIEJHEM JIMCTE MPOIIWTOrO WM CKPEIUICHHOI'O MHBIM 00pa3oM
JOKyMEHTa. 3amuch O MECTe HaXOXKICHUsS NOUIMHHMKA NPOCTABISIETCS TOJBKO HA IOCIEIHEM JIMCTE
JIOKYMEHTA.

I[J'IH 3aBCpPCHUA KOIIMM JOKYMCEHTa, W3rOTOBJICHHOM Ha 6YMa)KHOM HOCHUTCJIC, MOXCT
HCIIOJB30BATHCs IITAMII.

Konuu »neKTpoHHBIX TOKYMEHTOB, HANPABIAEMBIX 1O MH(POPMALMOHHO-TEIEKOMMYHHUKAIIMOHHOM
CETH, 3aBEPAIOTCS HIEKTPOHHOU MOIIMCHI0 PYKOBOIUTENS OPraHU3aLMK WM MHOTO YIIOJIHOMOYEHHOTO
UM JIMIA M BBICBUIAIOTCSA TIONydYaTeNl0 C COMNPOBOAMTENBHBIM THCBMOM B (DOpME BIEKTPOHHOTO
JIOKYMEHTA.

Kommm 3JICKTPOHHBIX JOKYMEHTOB Ha (I)I/ISI/I‘IGCKI/I 000COOJICHHBIX HOCHUTENSX BBICHLIAIOTCS
IOJIy4aTeJiro ¢ COMPOBOANUTEIIbHBIM ITMCbMOM Ha 6YMa)KHOM HOCHUTCIIC.

B conpoBoauTensHOM MUCHME K KOTIHSM 3JIEKTPOHHBIX IOKYMEHTOB YKa3bIBAaeTCS:
HaMEHOBaHUE HH(POPMALMOHHON CUCTEMBI, B KOTOPOH XPaHATCS JOKYMEHTHI;
HauMEHOBaHUS JOKYMEHTOB, KOTIMU KOTOPBIX HAIPABJISIOTCS MMOIy4aTeo;

Ha3BaHWs (HalIOB JOKYMEHTOB C yKa3aHHeM (opmaroB ¢ailmoB u obdbeMa Kaxmoro dQaiima B
OariTax;

AaTta U3roToBJICHUA U 3aBEPEHUS KOIIHH.

Ilpu »ToM Ha ¢Qusnyeckn 000COOIEHHOM HOCUTEIEC HECMBIBAEMBIM MapKepOM YKa3bIBACTCS:
"[IpunoxkeHue K mucbMy oT (mata) N ...".

Konus 31eKTpOHHOrO TOKyMEHTa, NPEACTaBIeHHass B BUJE JOKyMEHTa Ha OyMa)KHOM HOCHUTEIE,
3aBEPSIETCS B MIOPSJIKE, YCTAaHOBJICHHOM [IpuMepHON HHCTPYKIMEN AJI 3aBEPEHUS KON JOKYMEHTOB Ha
OyMa)KHOM HOCHUTENE, C yKa3aHHEM, B KaKOH HMH(pOPMALMOHHOW CHCTEME XPAHMTCSl 3JEKTPOHHBIN
JIOKYMEHT.

2.52. OTMeTKa O TIOCTYIUICHHH JOKYMEHTa CIY)KUT JJisl TOATBEpXkIeHHs (akTa MOCTYIUICHHS
JOKyMEHTa B OPraHU3alMI0O M BKIIOYAET JATy IMOCTYIUICHUS M BXOISIIMH PEruCTPALMOHHBIH HOMEp
nokymenTa. [Ipm HE0OXOAMMOCTH OTMETKAa O IMOCTYIUICHHH MOXKET JIOTIONHATBHCS YKa3aHHEM BPEMEHU
MOCTYTUICHUS JOKYMEHTA B YacaXx U MHHYTaX U criocoda T0CTaBKU TIOKYMEHTA.

OtmeTKa o MOCTYIVICHUN NOKYMCHTA MOXCT IMMPOCTABJIATHCS C IOMOIIBIO ITaMIIA.

2.53. Pezomonus AOMKHA COAEpXkKATh YKa3aHWE IO HCIOJIHEHHIO JOKyMeHTa. Pezomromus
odopmiisieTcsi Ha CBOOOJTHOM MecTe pabdodero moJjisi JTOKyMEHTa, Ha OJIaHKE PE30JIFOIUM WIIM BHOCHUTCS
HETIOCPEJICTBEHHO B CUCTEMY AJIEKTPOHHOTO JIOKYyMEHTO000POTa.

Pezomtonust ToymkHaA BKIIOYATh: (DaMIITUIO, HHUIMAIBI HCTIOTHUTENS (MCIIOJTHUTENEH ), TIopydeHre
M0 JOKYMEHTY (KOHKpPETHOE 3a/JlaHHe€ 110 HWCIIOJHEHHIO JOKyMEHTa WiH (OpMyITUpOBKA IENU
paccMOTpeHus] JOKyMEHTa), MpH HEOOXOAMMOCTH - CPOK HCIIOJHEHHMS, MOIANHCH JIUIA, BBIHECIIETO
PE30JIIOLINIO, 1aTy PE30JIHOLMHU:

®amvmmms 1N.0., @amunus U.0O.
[Iporry moAroTOBUTE MIPEUIOKEHNUS



k 10.11.2017 IMoamnuce

Hara

CpOK HCIIOJIHCHUS MMOPYUCHHA HC NOJIKCH YKa3bIBATHCs, €CJIM OH HAa3BaH B TCKCTC MOCTYIHUBUICTO
JOKYMCHTa U PYKOBOAUTCIb HE CUHTACT H€O6X0,Z[I/IMLIM HU3MEHHUTL €ro B CTOPOHY COKpaIlICHUA WIN
ABJISICTCS TUIIOBBIM JI JaHHOT'O BUJa JOKYMCHTA.

[Ipu yka3aHuM HECKOJIBKUX HCIIOJIHUTENEH (haMUius OTBETCTBEHHOTO MCIIOJHHUTENS YKa3bIBACTCS
MIePBOH, MMoAYepKUBacTCS I 0003HadaeTcs C1oBoM "oTB." ("'OTBETCTBCHHBIN").

2.54. OrTMeTKka O KOHTpPOJIE CBHUIETEIbCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTpOJIb,
npocTasigercs mramnoM "KoHTpons" Ha BepXHEM MoJie TOKYMEHTa.

2.55. OTMeTKa 0 HampaBJICHWW IOKyMEHTA B JENO OMpEAessieT MECTO XPaHEeHHUs JOKYMEHTa Mociie
3aBeplIeHUs pabOTHI C HUM U BKIIIOYACT: ciioBa "B neno", uHaekc fienna mo HOMEHKIIAaType Ael, B KOTOpoe
MOMeIaeTca TOKyMEHT Ha XpaHEHHe, ¢ yKa3aHWeM Toja, JOJDKHOCTH JINIA, O(pOPMHBIIETO OTMETKY,
nonanucH, natel. Hampumep:

B neno N 01-18 3a 2017 r.
3aB. OTZIEIIOM KOPIIOPATUBHBIX MPOCKTOB

Iloanuch Jlara

OTMeTka O HampaBIEHHMHM IOKYMEHTa B JEJIO0 MOXKET IOINOJHSITHCS KPAaTKHMMH CBEACHUSIMH O
XapakTepe UCHOIHEHUs JOKYMEHTA.

III. IToaroroBka u o(popMiIeHUE OTAEIbHBIX BUAOB JOKYMEHTOB

3.1. JlokanpHble HOpMaTHBHBIE akThl (manee - JIHA) opranmsanmu uzgaroTcss B BUZAE IMpPaBHI,
MOJIOKCHUH, MHCTPYKIWH, PErjJaMeHTOB, MepedHel, KiIacCu(UKaTOpOB U JAPYTHX BHUJIOB JOKYMEHTOB.
Pexomennyemslii oOpaszen opopmienns JIHA Ha npuMepe MOJOXKEHUS O CTPYKTYPHOM MOIpPa3esiCHUN
(mpunoxenne N 1).

JIHA npuoGpeTaroT I0pHANYECKYIO CUITY MTOCIE UX YTBEPIKAECHUS PACIOPSAUTEIHHBIM JOKYMEHTOM
(IpUKa30M) UM HETIOCPEACTBEHHO PYKOBOAMTEIIEM OPraHU3allii HHBIM YIIOJTHOMOYEHHBIM UM JIUIIOM.

PykoBoauTenu cTpyKTypHBIX MOJIpa3/ieTieHnid He BIpaBe u3aasars JIHA.
3.2. JIHA MoryT OBITB:
MOCTOSIHHO AEUCTBYIOIIMMHU (0€3 OrpaHUueHHsI CPOKa UX IIPUMEHEHN);

BPEMECHHBIMHU (JICUCTBYIOIIMMH B TEYCHHWE YKAa3aHHOTO B HHUX CpOKa WM JIO HACTYIUICHUS
OTIPEACTIEHHOTO COOBITHS).

3.3. OcuoBanuem s uzgauust JIHA sBistroTest:
3aKOHOJIaTeJIbHBIE W WHBIE HOPMATHUBHBIC TNPaBOBBIE akThl Poccuiickoit ®Denepanmu (yKasbl U
pacniopstxenust [Ipesunenra Poccuiickoit denepanivy, NOCTaHOBIEHUS U pactiopsikeHus [IpaButenbcTBa

Poccuiickoii denepainuu, akThl GeiepaibHbIX OPraHOB UCIIOJHUTEILHOM BIACTH);

3aKOHOJIATeNIbHBIE aKThl CcyObekTa Poccuiickoii denepanuy, HOPMATHBHBIE NPaBOBBIC AaKTHI
OpraHOB TOCYIapCTBEHHOM Bi1acTh cyobekTa Poccuiickoit Denepanuu;

panee u3iaHHble B opranuzanuu JIHA n/uim paciopsguTenbHbIe TOKYMEHTHL.

3.4. JIHA u3parorcs B LETIX:



YCTaHOBJICHUS HOpM, TpcOOBaHWA, TMpaBWI B OTHOIICHWU TMpeaMeTa HOPMAaTHBHOTO
pETyIMPOBaHus, paHee HE SBISBIIEMCS IPEIMETOM PEryIUPOBAHUS B OPTaHN3AIINH;

HU3MCHCHUSA CYIICCTBYIOIIUX HOPM, Tpe60BaHPII71, npaBuyl, YCTAHOBJICHHBIX paHEC HU3JaHHBIMU
HOPMAaTUBHBIMH JOKYMCHTaMU,

OTMEHBI PaHee yCTaHOBIIEHHBIX HOPM, TPeOOBaHUH, IPABUIL.

3.5. Tlpemnoxenue o paspaborke mnpoekta JIHA BHOCHUTCS pPYKOBOJHMTENEM CTPYKTYPHOTO
NOJPAa3AeNICHNS WIN UHBIM JT0JKHOCTHBIM JIUIIOM.

3.6. JIHA pa3pabatbiBaeTcs B Cliy4ae, €CIIH:

nMeeTcsl y4acToK paboThl  (BOMPOCHI  NEATENBHOCTH), HYXKIAMOMUNACS B HOPMAaTHBHOM
PETYINPOBaHUN;

TpeOyeTcsi BHECCHHE 3HAYMTENBHOTO KOJTMYECTBa U3MEHEHU B paHee MpuHATHIH JIHA;

BBISIBICHO Heckoibko JIHA, perymupyromux CMeXHbIE BOIPOCHI, KOTOpbIE IIeJIeco00pa3zHoO
00BETUHNUTE B OIUH IOKYMCHT.

Axrtyanuzanus panee npuHATHIX JIHA ocymiecTBisieTcs yepe3 BHECEHNE B HIX N3MEHEHUH.

3.7. llpennoxenne ¢ 000CHOBaHHEM HEOOXOMUMOCTH pa3padorku HoBoro JIHA mpexncraBmsieTcs
PYKOBOAUTEIICEM CTPYKTYPHOI'O IOAPA3ACIACHUA HJIW HWHBIM YIOJHOMOYCHHBIM OOJDKHOCTHBIM JIMIIOM
PYKOBOAMTENIO OPTraHU3aIiy B (hopme JOKIaaHOH (CiTykeOHOI) 3alTUCKH, B KOTOPOI H3IIaraeTcs:

BOIPOC, TPEOYIOIIHUN PEIICHHUS, C U3JI0)KEHUEM OCHOBHBIX HANPABJICHHIA, CIOCOOOB €ro PEIlICHUS;
MIPOTHO3 MOCIICCTBUN MIPUHSITHSI HOPMATUBHOTO JIOKYMEHTA;

OpraHu3allMOHHBIC, KaIApPOBLIC, (I)I/IHaHCOBLIQ, MaTE€pUATIbHO-TCXHUYECKHUE W HWHBIC MEPOIPHUATHUA,
KOTOPBIC HCO6XOI[I/IMO 6yaeT IMPOBECTHU B CBA3U C MMIPUHATUEM HOPMATUBHOI'O JOKYMCHTA,

nepeveHs panee u3ganHbix JIHA, mommexaniiux oTMeHe B CBA3U C U3JaHUEM HOBOI'O HOPMAaTHBHOT'O
JIOKYMEHTA;

npeuiaraeMblil CpoK ISl pa3pabOTKH MPOEKTa HOPMATUBHOTO JIOKYMEHTA.

3.8. CormnacoBanue mpoektoB JIHA ocymectBisercs B coorBercTBud C¢ myHKTamu 4.1 - 4.13
IIpuMepHON HHCTPYKLIMH.

3.9. JIHA yTBepxIaercs MNpPUKa30M PYKOBOJUTENS, €CIM OJHOBPEMEHHO C YTBEPKIACHUEM
HOPMAaTUBHOTO  JOKyMEHTa HEO0OXOJAWMO TPHHATH MEphl  OPraHU3alMOHHOTO, (HHAHCOBOTO,
TEXHUYECKOT0, KaJJpOBOTO MJIM MHOTO XapakTepa M JaTh COOTBETCTBYIOIIUE NMOPYUEHUSI PYKOBOIAUTEISIM
CTPYKTYPHBIX HOApa3AeieHNi WIN UHBIM paOOTHUKAM OpPTaHU3allly, a TAKKe eCIM He0OX0AUMO BHECTH
M3MEHEHUs WU MPU3HATh YTPATUBIIMMHU CHITy paHee yTBepxaeHHbie JIHA.

3.10. U3menenus B JIHA u ormena JIHA odopmisitoTcsi mpuKka3oM pPyKOBOAWTENS! OpraHU3aIiN
WJIK MHOTO JOJKHOCTHOTO JIMLIA, TPUHUMABILETO petienue 00 yrepxaeHnu JIHA.

Wsmenenuss B JIHA u ormena JIHA, yTBepkieHHBIE HEMOCPEACTBEHHO COOCTBEHHOPYYHOMH
MOJIITUCHIO0 PYKOBOAMTENS OPTaHU3AIMY WIIM UHOTO YIIOJITHOMOYSHHOTO UM JIOJDKHOCTHOTO JIUIA B TpUdeE
YTBEPXKIICHUSA, BHOCITCS MPHUKA30M, U3JAaBa€MbIM PYKOBOJUTEJIEM OpraHU3alud WIA HHBIM
YIIOJTHOMOYEHHBIM MM JIOJDKHOCTHBIM JTUIIOM.

3.11. B Tekcre mpukaza 00 yTBepkaeHHH, W3MeHeHMH wiau oTtMmeHe JIHA wucnombs3yrorcs
(bopMyIHpPOBKU:

nipu yrBepxaeHnn HoBoro JIHA: "Y1Bepauts (Ha3Banue JIHA)" wnu "YTBepants (HazBanne JIHA)



Y BBECTH B JieiicTBUe ¢ (mara)". Hampumep:

1. YTBepauts [lonoxxenne o TOKaIpHBIX HOPMAaTUBHBIX aKTaX OpPTaHU3AINH,
WITH:

1. VBepaute llltatHoe opranuzanuu Ha 2018 rox u BBecTH ero B AcicTBUE ¢ 1 sHBaps
2018 r. (mpunoxenue).

IIpU BHECCHUHU M3MEHEHU B paHee yTBepkaeHHbINH JIHA: "Buectn nsmenenus B (Ha3Banue JIHA).
Hanpuwmep:

1. Buectu cnenytomme m3menenus: B llltatHoe pacnmicanne Ha 2018 rof, yTBep:KaeHHOE
npukazoM OBY "HanmenoBanue opranuzauuu” ot 25 aexadps 2017 r. N 345: ...

npu otmMeHe paHee yrBepkaeHHoro JIHA: "llpusnate yTpatuBmiuM cuiy (HasBanue JIHA),
yTBepkaeHHoe ...". Hanpumep:

4. IlpusHate yTpaTuBmM cwiry llomokeHne O HEHOPMHPOBAHHOM pabodyeM IHe,
yrBepkacHHOoe npukazoM OBY "HaumenoBanue opranuzanuu” ot 15 gespans 2015 r. N 22.

3.12. OcHoBHbIMU pekBu3zuTaMu JIHA sBIAIOTCS: HAMMEHOBAHHE OPraHU3ALMH, HAUMEHOBAaHUE
BUJIa JOKYMEHTA M 3ar0JIOBOK K TEKCTY, COCTABIISIIOLINE OIHO LeNoe, TPU( yTBEPKACHUS, MECTO H3IAHUS
JIOKYMEHTA.

Ecmm mpoext JIHA sBnseTcss MHOTOCTpaHHYHBIM W K HEMY OGOpPMIISIETCS THUTYJIBHBIA JIHCT,
YKa3aHHbIC BhIIIE PEKBU3UTHI Pa3MELIAIOTCSl HA TUTYJIBHOM JIHCTE.

3.13. Undopmanus cnpaBoyHoro xapakrepa (rpaduku, cxembl, TaOMUIBI, (OpPMBI JOKYMEHTOB)
odopmisercs B Buae mpuinoxeHni k JIHA.

Ha npunoxenusx k JIHA odopmisieTcs peKBU3UT "OTMETKA O MPUIOKEHUU" B COOTBETCTBHH C
MyHKTOM 2.44 TIprMepHO# MHCTPYKLIUH.

3.14. JTHA BcTynaer B CUIly B CPOK, YKa3aHHBIN B IPUKa3e, KOTOPbIM yTBepkaeH JIHA, unu ¢ natet
yrBepxaenus JIHA.

3.15. PacnopsaurenbHble JOKYMEHTHl OpraHM3aldM HM34al0TCs B (QopMe MpHKa30B H
pacriopsbkeHuil. PekomeHnayemble o0pasiibl 0OopMIICHHS MPHUKa3a M pacnopsbkeHus: (mpunokeHust N 2,

3).
[Ipukasbl n3nar0TCA B 1EIsIX 0GOpMIICHHS PELICHUIT:

HOPMAaTHUBHOI'O Xxapakrtepa (eciu mpukazom yreepkaaercs JIHA wiau npuHMMaeTcs pelieHue
OPraHU3aIMOHHOTO XapaKkTepa, HapuMep, MPUKa3 00 YTBEPKICHUU CTPYKTYPBI U IITATHON YMCICHHOCTH
OpraHM3aIlNN);

OpraHu3anMoOHHOT0, aIMUHUCTPATUBHOI'O, B TOM YHCJIC OIICPATUBHOT'O XapaKTe€pa IO BOIpOCaM
OCHOBHOH ACATCIIBHOCTHU OpraHrU3aluu.

3.16. IIpoexTsl NpHKa30B MO OCHOBHOM MAESITEIBHOCTH TOTOBIT CTPYKTYPHBIE IOApA3AEIICHUS
OpraHM3allid Ha OCHOBAaHMM TMOPYyYEHWH pyKOBOACTBA JMOO B HWHHUIMATUBHOM  IOPSIKE.
OTBETCTBEHHOCTh 3a KAayeCTBEHHYIO IOATOTOBKY IPOEKTa IIpHKa3a, COIJacOBaHWUE M IPABHIIBLHOE
odopmiIeHHEe MPOEKTa HECeT PYKOBOAUTENb MOAPA3ACICHHs, KOTOPBI TOTOBUT MPOEKT MpHUKa3a U
IIPEJICTABIIAET €T0 HA MOIHUCH.



3.17. KonTponb 3a mpaBHILHOCTBIO OQOPMIICHHS TPOEKTOB MPHKa30B ocymiecTBisier Cmyx0a
JIeJIONIPON3BOJICTBA OPraHU3aLHU.

3.18. Tlpukasbl, mM3maBacMble B OpraHH3AllMH, HE JOJDKHBI NMPOTHBOPEUUTH 3aKOHOJATEIBCTBY
Poccuiickoit denepanuu, YcTaBy Opranu3aluy, JOKAIbHBIM HOPMATHBHBIM AKTaM OPraHU3alMK U paHee
M3IaHHBIM TIPUKa3aM OpraHH3aIlHH.

3.19. Ilpuka3sl 10 OCHOBHOM AESITEIbHOCTH U3AAI0TCS:

BO HCIOJHCHHE HOPMATUBHBIX IIPAaBOBBIX AKTOB OpPraHOB FOCYHapCTBeHHOﬁ BJIaCTH H
BBIIICCTOAIINX OPT; aHI/I3aIIPII>'I;

B LEJISX OCYIICCTBICHUS YIPaBICHUYCCKON JEATENbHOCTH, BBITCKarolied u3 (QyHKIUH U 3ama4
OpraHU3aIHH.

3.20. TIlpuka3sl MO OCHOBHOH JAESITEILHOCTH COCTaBISIOTCS Ha OCHOBE TIIATEIBHOTO U
BCECTOPOHHETO M3y4YeHHs] BOIIPOCOB, TPEOYIOMMX pa3pemieHusi, YToOBI CcojepiKalipecs B TpHUKa3ax
MOpydYeHUs] OBUIM KOHKPETHBIMH, OOECIEYMBAIUCH JOCTATOYHBIMH MAaTepUATBHO-TEXHHYECKUMHU U
(MHAHCOBBIMU CPEACTBAMH WU B JalbHEUIIEM HCKIIOYaTH HEOOXOAUMOCTh KOPPEKTHPOBKH MPHHSATHIX
pEIIeHUH B CBS3U C HEMOJHOTOM WM HEJOPaOOTKOM MPebIyIIero MpUKasa.

3.21. IIpukasel opranm3anyuu o0GOPMISIFOTCS Ha OJIaHKE MPHKa3a C HMCIOJIb30BAaHUEM CIIETYIOIINX
PEKBHU3UTOB: JaTa JOKYMEHTa, PEruCTPallMOHHBI HOMEp JIOKYMEHTa, 3aroJloBOK K TEKCTy, TEKCT,
noanuck. Jlata M perucTpalyoHHBII HOMEp NpPUKa3a MPOCTABIIOTCS MOCIE MOANUCAHMS NPHKa3a
PYKOBOJMTENIEM OpraHU3aLuy.

3.22. 3arojoBOK K MpHUKa3y MeyaTaeTcs depe3 OAMH MEXCTPOUYHBIH MHTEpBall MOJ PEKBU3UTAMU
OnaHKa cjeBa OT TPaHMIBI JIEBOrO Mojsl. Touka B KOHLIE 3arojioBKa HE CTABUTCA. 3aroJIOBOK K IIPHUKA3y
dopmynupyercs ¢ mpemrorom "o" ("00"), KpaTKO W TOYHO OTpakas COAEp)KaHWE TEKCTa IpHKa3a.
Hampumep:

06 yrBepxaeHun MHCTpYKIUH 1O AETOMPOU3BO/ICTBY;
O nopsake GUHAHCUPOBAHUS PEKIAMHON KaMIIaHUH;
O co3maHum SKCIEePTHON KOMUCCHH.

3.23. TekcT mpuKa3a COCTOWT M3 ABYX YacTeil: 000CHOBaHUS (TIpeaMOyIbl) W pacTOpSANTEIHHON
yactu. B 000cHOBaHUM yKa3bIBaeTCS OCHOBaHUE, IPUYMHA WK 1IeTTh U3JIaHMs JOKyMeHTa. Hampumep:

B cootBercTBUM ¢ mpuKazoM MMHHCTEPCTBA CBSI3M U MAacCOBBIX KOMMYHHKaUUd OT 25
nexabpst 2014 r. N 1494 "O0 yrBepxkaenuu llpaBun oOMeHa TOKyMEHTaMH B 3JEKTPOHHOM
BHUJIe TIPY OpTaHu3alui HHPOPMAITMOHHOTO B3aMOIeHCTBUS" ...

B mensix opraHuzanyu W TPOBEJCHUS paOOTHI MO JKCIEPTU3E IIEHHOCTH JOKYMEHTOB,
o0Opasyromuxcst B JISITEIbHOCTH OpraHu3alliy, U OTOOPY HMX JUIs Tepe/add Ha XpaHEeHUE B
apXHB OPraHU3alHMH U K YHUYTOXEHHIO ...

3.24. PacniopsiautenpHas 4acTh MPUKa3a HAYMHACTCS CIIOBOM '"MIPUKA3bIBAIO'", KOTOPOE MeyaTaeTcs
CTPOYHBIMH OYKBaMH BPa3PSIKY.

PaCHOpSI}_II/ITeJ'IBHaH JaCTb MOXCT COACPIKATh:

pelIeHnsT OpPraHM3allMOHHOr0 Xapakrepa (YyTBEpAWTh, CO3[aTh, MPeoOpa3oBaTh, JTUKBUIUPOBATH,
MPU3HATH YTPATUBIIUM CHITY);

KOHKPCTHBIC ITOPYUCHU C YKA3aHUEM UCIIOJIHUTCIIA (HCHOHHHTCHeﬁ) 1 CPOKOB UX BBIINNOJIHCHUS.



3.25. Kaxnoe pemenue (mopyuerue) odopmisieTcs B NpUKaze KaK OTACHbHBIN MyHKT. [TyHKTBI
IpUKa3a pacroyiaraloTcsi B JIOTMKO-BPEMEHHOH IOCIEOBATENBHOCTH W HYMEPYIOTCS apaOCKUMHU
mudpamu. Eciam mopydeHue aaercss KOHKPETHOMY IIOApa3/CieHUI0, €ro HAaUMEHOBAHUE MHIICTCS
MOJHOCTBIO, B CKOOKaxX YKas3bIBalOTCA (aMWiIMds W HMHALOUAIBl PYKOBOIUTENS MOApa3ZeiicHUs B
MMEHHUTENIFHOM najeske. Hanpumep:

... IPUKa3bIBAIO:
1. YueOno-meromuueckomy otneny (Gamumus M.0.) k 01.11.2017 noaroroButh u
TIPEJICTAaBUTh HA YTBEPXKICHHE TUTaH yaeOHO-MeToandeckoi padotel Ha 2018 rom.

Ecnu mopydeHue naetcss KOHKPETHOMY WCIIOTHHUTENIO, €r0 JODKHOCTh M (haMHIIMSL YKa3bIBAIOTCS
0e3 ckoOOK B maTenbsHOM mHanexe. Hanpumep:

3. I'maBHOMYy Oyxrantepy (Pamunus M.0.) TOATOTOBUTH U MPEACTABUTH HA PACCMOTPEHUE
U YTBEp)KJEHHE CMETY KOMaHIMPOBOUHBIX pacxoaoB Ha 2018 rox B cpok o 30.11.2017.

[IpenmuceiBaeMoe AeiicTBHE BBIpa)KaeTCs TIIAroJoM B HeompeaeneHHON (opme. He momyckaercs
yIOTPeOISITh HEKOHKPETHBIE BBIPAXKEHUs THIA "yCWIHTB", "ycKopuTh', "oOecmeunTh B KpaTdaliine
cpoku".

Ecnu oqHOMY HCHOMHUTENO HEOOXOIUMO NOPYYHUTh HECKOIBKO PAa3HBIX 3aaHuil C OJHUM CPOKOM
BBITIOJTHEHUS, OTBETCTBEHHBIN HCIIOJIHUTENb U CPOK MCIIOJHEHHUS YKa3bIBAIOTCSA OJUH pa3 B OCHOBHOM
MyHKTE, a TOPYYEHUs BBIACNAIOTCA B OTHENbHbIE NOANYHKTHL. Ecniu y mopydeHuil pasHble CpPOKH
WCIIOJIHEHHS, CPOKH YKa3bIBAIOTCS HE B OCHOBHOM ITyHKTE, a B K&)KIOM IOAIYHKTE.

CpoK HCIIOJIHEHUS JTOJDKCH OBITh PEajbHBIM, COOTBETCTBOBATh 00BEMY IMPEIIOJaracMbiX padorT.
[Ipm ycraHOBIEHWH CpOKa CIEQyeT YYUTHIBATH BPEMsA JOBEIEHHUS JOKyMEHTa J0 KOHKPETHBIX
HACIIOTHUTENEH.

CpoK UCTIOJIHEHHS B MYHKTaX PaclopsIuTeIbHON YacTH MpUKa3a He YKa3bIBaeTCs B CIy4asX, €CIH
JICHCTBUSI HOCAT PETYJSPHBIN XapaKTEp M MX BBINOJIHEHHE NMPEANNCHIBAETCS HA BECh MEPHOJ ACHCTBUSA
npukaza. KomudecTBo HCIOMHHUTENEH MO KaXAOMYy NYHKTY (TOANYHKTY) HE OrpaHMYMBAETCS.
OTBETCTBEHHBIH UCIIOTHUTEND YKa3bIBAE€TCS TIEPBBIM.

Ecnu mpuka3 OTMEHSIET TNOJIHOCTBIO WJIM YaCTUYHO pPaHEE W3JJaHHbIE JOKYMEHTHI IO TOMY XK€
BONPOCY, TO B TMPENNOCIeAHEM IIyHKTe TpUKa3a HEOOXOMUMO WX TEpPEYHCIUTh C YKa3aHUEM
HalMEHOBaHMUs JIOKYMEHTA, €r0 J1aThl, HOMEpa, 3arojioBka. Hampumep:

4. Ilpu3HaTh yTpaTHBIIMM CHIIy NpHKa3 opranu3zauuu ot 5 aBrycta 2010 r. N 175 "O0
YTBEPKACHUN DKCIIEPTHON KOMUCCUH OpraHu3anuu’.

[locneauuii MyHKT mpHKa3a - MyHKT O KOHTpOJiEe, B HEM YKa3bIBAIOTCS JOJDKHOCTH JIUIIA,
OTBETCTBEHHOI'O 32 MCIIOJHEHUE JOKYMEHTA B LIeJIoM, ero ¢pamMuins 1 nHuiuaisl. Hanpumep:

4. KoHTponp 3a HCHOJHEHHEM IIpHKa3a BO3JAraeTcsi Ha 3aMECTUTENs] T'€HEepalbHOIrO
nupexropa @ammmus 1.0.

B oTnenpHBIX ciydasx pyKOBOJUTENh OPraHU3aIMN MOXKET OCTaBUTh KOHTPOJIb 3a COOOI:
KonTposs 3a ucnonHeHneM npukasa oCTaBIIso 3a COOO0M.

3.26. He BxirogaeTcst B TEKCT mprka3a myHKT "[Ipuka3 moBectr 10 CBeIEHUS ...".



[MonxpazaeneHuss M MOMMKHOCTHBIC JIMIA, 10 CBEJACHHUS KOTOPHIX HEOOXOAMMO JOBECTH IPHUKA3,
TIEPEYUCIIAIOTCS B yKa3aTene (JIMCTe, CITUCKE) PACCHUTKH, KOTOPBIA TOTOBUTCS MCHOJIHHUTEIEM U MOXKET
0oQOopMIIITECS Ha OOOPOTHOM CTOPOHE MOCIEHET0 JINCTa TIPUKA3a.

3.27. B npuka3ax He JOMyCKaeTCs:
M3MEHEHHE paHee yCTAHOBJICHHBIX CPOKOB BBIIIOIHEHNUS 3aJaHUI B CTOPOHY HX YBEINYCHHS;

NPUMEHEHUE TPOU3BOJBHBIX COKpAlICHUH WM HCKAKEHHE HAMMEHOBAHUN CTPYKTYPHBIX
Mopa3/ieJIEHUd OpraHu3aliii, Mo IBeIOMCTBEHHbBIX OpraHUu3allui-UCIIOTHUTENEH;

MNPUMCHCHHUEC IMPOU3BOJIbHBIX (HC O6HIerI/IH$ITI)IX) TEXHUYCCKUX U JPYyrux TEPMHHOB,
COKpall€HHBIX CJIOB U HaMMEHOBaHMIA.

3.28. Ilpm HanmWuuM TPUIOKEHWH B TEKCTe TPHUKa3a B COOTBETCTBYIOIIMX ITyHKTax
pacHopsIUTEIEHON YacTH NAlTCs OTCHUIKH: ... (mpuioxenue N 1); ... (mpunoxenue N 2); ... "coraacHo
MIPIIIOKEHUIO", Ha TIPHIIOKESHIH 0(DOPMIISIETCSI OTMETKA O TIPHUIIOKCHUM:

[Ipunoxenue N 1

k npukaszy ®bY "HanmenoBanue
opranuzanuun”

or 12.11.2017 N 215

I/I3[IaHI/Ie BMECTC C ITPUKA30M HpHHO)KCHHﬁ, HC YIIOMAHYTBIX B TCKCTC JOKYMCHTA, HE JOIIYCKACTCA.

Ecnu oKyMeHT, YTBEp>KICHHBIN MPUKa30M, BIIOCICACTBUU JNCHCTBYET B BHJIE CAaMOCTOSTEIBHOIO
JIOKYMEHTA, Ha MEPBOM JIUCTE JOKYMEHTa B BEPXHEM IPABOM YNy MPOCTABIISETCS TpU() yTBEPKIACHUS
(pu HEOOXOAMMOCTH, - C YKa3aHHUEM HOMEpa MPUIIOKEHNUS ), HAITPUMED:

WNuctpykuus YTBEPXIEHA
npukazom OBY "HaumeHnoBanue
opraHuzanun"
ot 22.01.2017 N 5

3.29. PacniopsixkeHusi opOpMIIIIOTCS TIO TEM K€ MPaBUiIaM, YTO U IMPUKA3bl, 38 HCKIOYEHHUEM TOTO,
YTO B KOHIIC HpeaM6yan CTaBUTCA ABOCTOYME, IMOCJIC YE€ro CICAYIOT ITYHKTBI pacnopanTeanof/i HacCTH.
Hampumep:

B nensx ucnonnenus npukasa O®bY "Hammenosanue oprannzannn” ot 22 asrycra 2017 r.
"O0 opraHuzanuy 1 NpoBeeHnH KoHKypca "Jlyummii cekperapb kommanuu - 2017":

1. PykoBoauTensm ynpaBjieHHH, OTIENIOB U Jlaboparopuii B cpok g0 10 centsiops 2017 r.
NPEACTAaBUTh CBOU NPENJIOKEHHUS O KaHIUIATypax CeKpeTapeil W Ielonpou3BOAWTENEH s

y4acTusi B KOHKYypCe.
2. ...

PaCHOpSDKeHI/ISI MOT'YT HC UMCTb npeaM6ynLI.

3.30. [o npexacraBieHHs Ha IOANUCH IPOEKT IpHKa3a (PaclopsHKEHHUs) COTJIACOBBIBAETCS C
3aMHTEPECOBAHHBIMU JINIIAMH B COOTBETCTBHUH ¢ MyHKTaMu 4.1 - 4.11 [IpumepHO#t HHCTPYKINN.

3.31. llpuka3 mMOANHCHIBAET PYKOBOJIWTENb OpPraHU3AlUW WM JIMIO, WCHOJHSIONIEe €ro
00s13aHHOCTH.

PaCHOPSI)KeHI/Ie MMOAITUCHIBACTCA PYKOBOAUTEIIEM W/VJIA WHBIMHA YIOOJIHOMOYECHHBIMU UM JIMIIAMHU.

3.32. Komun npuka3oB (pacnopsuKeHHH) pacChUIalOTCsS B COOTBETCTBHM C yKaszareiaem (JINCTOM,



CITHCKOM) PACCHIIKH.

DOneKTpoHHass KOMHS TPUKa3a pa3MelaeTcs B COOTBETCTBYyromierd 0Oasze maHHbIX COJ] mim Ha
KOPIIOPAaTUBHOM IOpTajie OpraHu3anuu B cetu "MHrepHer".

3.33. Ilpu odopmiieHNN NMpHKa3a, H31aBa€MOT0 COBMECTHO C JIPYTOi OpraHU3aInei:
OJIaHK HE MCIIOJIL3YETCS,

HaUMEHOBAHUS OPraHU3AIMH TI€UaTarOTC Ha OJTHOM YPOBHE;

HanmeHoBaHue Buaa fokymenrta (IIPUKA3) pacmonaraercs o neHTpy.

JlaToil coBMECTHOrO MpHKa3a SIBJISETCS JaTa MPOCTABICHUS MOCICAHEH MOAMKMCH HA JOKYMEHTE.
PeructparmoHHBI HOMEP COBMECTHOTO MPHUKAa3a COCTOUT M3 PETUCTPAIMOHHBIX HOMEPOB, IPHUCBOCHHBIX
KKJIOM M3 opraHu3aluid U IMPOCTaBISEMBIX 4Yepe3 KOCYI0 UepTy B MOPSAKE yKa3aHHs OpraHu3aIuil -
aBTOPOB JIOKYMEHTA.

TekcT COBMECTHOrO0 MpUKaza H3JaraeTcss OT IEePBOrO JIMIa MHOXXECTBEHHOIO YHCIa
("mpukaspiBaeM"), TOANMCH PYKOBOJWTENEH OpraHU3alMi pacroiaraloTcsi Ha OJHOM ypPOBHE clieBa W
crpasa.

3.34. JlesTeNbHOCTh TIO COBMECTHOW BBIPAOOTKE pEIIeHH Ha 3aceJaHMsIX COBETOB, KOMICCHH,
COBEIaHUAX 0OPMIIIETCS IPOTOKOIAMHU.

[TpOTOKOI COCTABIISIETCSI HA OCHOBAaHUH AUKTO(OHHBIX (PYKOMUCHBIX) 3alUCEH, MPOU3BEACHHBIX BO
BpEMs 3accaHuA, MPEACTABJICHHBIX TE3UCOB OOKJIAA0B U BBICTyHHCHHﬁ, CIIpaBOK, ITPOCKTOB pCH_[CHI/Iﬁ
(mocTaHOBNEHUH ).

[IpoTokon oopmitsieTcs B TeUeHHE OJTHOTO - TPEX THEH MOoCiIe MPOBENEHHS 3aCEAaHUs, €CIIU CPOKH
€ro MOATOTOBKU HE OTOBOPEHBI 0C000.

3.35. PexBu3uTaMH MPOTOKOJA SBJISIOTCA: HAUMEHOBAHWE OpraHU3allMM, HAUMEHOBAaHUE BHUIA
JIOKYMEHTA, 3aroJIOBOK K TEKCTY, JaTa U MECTO 3aceJaHusl, perUCTPallMOHHBIM HOMEpP IPOTOKOJIA, TEKCT,
MOJITHCH.

3.36. 3arosoBOK K TEKCTy NIpPOTOKOJa OTBEYaeT Ha Bompoc "dero?" M CONEPHKHUT yKazaHUE
HO/Ipa3/IeNIeHNs] WJIM OpraHa, JAesTeIbHOCTh KOTOPOro NpoToKoimpyeTcs. Hanpumep:

IIPOTOKOJI 3aC€AaHusA aTTeCTaHHOHHOﬁ KOMHUCCHUH
IIPOTOKOJI 3aCCAaHUs Hay‘lHO-MeTOI[H‘IeCKOﬁ KOMHUCCHH.

Haroii mporokona siBisieTca AaTta 3acefaHud. Eciu 3acegaHue MpoJ0JKAeTCsl HECKOJIBKO JHEH,
YKa3bIBa€TCs 1aTa Havyalla 3aceJaHusl U Yepe3 TUpe - JaTa okoHyaHus: 12 - 13 mas 2018 r.

3.37. TekcT npoTOKOJIa JOJIKEH COCTOSATh U3 IBYX YacTeil: BBOAHOU U OCHOBHOU. B BBOAHOM yacTu
MPOTOKOJIA YKa3bIBAIOTCS (haMWIMK Tpejacenarens (IpeaceiaTeNIbCTBYIONIEro); cekperaps; (haMuivu
YYaCTHUKOB, IIPUCYTCTBYIOINX Ha 3aCElaHUM; JIUI], IPUTIIANICHHBIX HA 3aCe/laHue; TTOBECTKA JTHS.

Ecimm xommuectBo NPUCYTCTBYIOIIMX Ha 34CCAAHUUN IPCBLIIIACT 15 YCJIOBCK, B BBOJHOM YacTH
ITPOTOKOJIa ACJIaC€TCA CChIJIKA Ha CITMCOK, SIBIISTFOIIHAICS HEOTHEMIIEMOM YacThIO IIPOTOKOJIA. HaHpI/IMep:

[IpucyrcrBoBanu: 25 4en. (CUCOK MPUIIaraeTcs).

BBojHasT dYacTh TNPOTOKONA 3aKaHYMBAETCsl TOBECTKOM  JIHS, coJepKaileil  ImepedueHb
paccMaTpUBaeMbIX BOIPOCOB, IEPEUNCIICHHBIX B MOPSIKE UX OOCYKICHHUS C yKa3aHUEM JOKJIaTuuKa 110
KaXJIOMy paccMaTpUBaeMOMy BoOmpocy. Bompocsl moBecTku aHsS (QOpMyIUpYyIOTCA C mpeasiorom "o
("00"), mewaTaroTcs OT TPAHUIIBI JICBOTO TIOJISI U HyMEPYIOTCS apaOCcKuMu 1udpamu.



B ocHOBHOI1 yacTn IMPOTOKOJIa (bHKCpreTCH X0 3ac€aaHus.

3.38. TToyHBINA TPOTOKOI COAEPIKUT 3aIKCh TOTO, YTO MPOUCXOIHIIO BO BPEMS 3aceaHusl, BKIIIOYAs
BOMPOCHl K JOKJIQJAYUKy, OTBETHl Ha HHX, BBICTYIUICHHS B XOJI¢ OOCYXJCHHS BOMPOCA, PE3yJIbTAaThI
TOJIOCOBaHUS TI0 BOMPOCY M MPHHATBIC pElicHUs. PexoMeHmyeMblid oOpaszenl oGOpMIICHHS ITOJHOTO
mpoTokoa (mpmwioxkerue N 4).

Kpatkue mpoTOKONBI BEAyTCS TPU PACCMOTPSHHHM BOIPOCOB OMNEPAaTUBHOIO  XapakKTepa.
PexoMenayemsbiii oO6pazerr oopMIIeHHsT KpaTKOTO mpoTokona (mpmiokenue N 5). B kpaTkom mpoTokoie
bukcupyercst TeMa 00CyKIeHHS, PaMUITHS JOKIINKa 110 BONPOCY U PUHSTHIC PEIICHUSI.

3.39. OcHOBHasi yacTh MOJHOTO MPOTOKOJA COCTOMT M3 Pa3ZeiioB, MOCBSILEHHBIX BOIPOCAM
IIOBECTKM [JHS. XOJ PpacCMOTPEHMsI KaKIOr0 BOIPOCA 3aMHUCHIBACTCS B  I10CIIEIOBATEIBHOCTH:
CJYIIAJIN - BBICTYIIWJIN - PEIHWJIN.

[locranoBnenue (pemieHre) B TEKCT MPOTOKOJA BHOCUTCS IOJHOCTBIO B TOH (OPMYITHUPOBKE,
KOTOpasi ObLTa TIPUHATA HA 3aCEHaHHH;, TIPH HEOOXOIMMOCTH IPUBOIATCS WTOTH ToJIoCOBaHMS: "3a - ...,
MPOTHUB - ..., BO3AEPKAIOCH - ...".

3.40. Ilporokon 3acemaHusi TOAMUCHIBacTCA MpeacenareieM (TpeAceaTeNbCTBYIOMNM) H
CEKpeTapeM 3acelaHusl, eclid HHOe He ycTaHoBleHo JIHA.

3.41. [lpu HEOOXOAMMOCTH KOIMUHM MPOTOKOJOB WIIM BBINMCKH W3 TPOTOKOJIOB PacCHUIAIOTCS
3aMHTEPECOBAHHBIM JILIAM B 3JIEKTPOHHOM BUJE B COOTBETCTBUH C YKA3aTEJIEM PACCHUIKU.

B BhImUCKE W3 NMPOTOKOJIA MOJDKHBI BOCHPOM3BOAWUTHCS BCE PEKBH3MTHI 3arojIOBOYHONW YacTH
MPOTOKOJIa, BBOJAHAS YacTh, BONPOC IOBECTKH [IHS, MO KOTOPOMY TOTOBHUTCA BBIITUCKA, U TEKCT,
OTpakaroIuii 00CyAeHUE BOPOCA U NPUHSITOE PELICHHUE.

3.42. JlenoBoe (ciyxeOHOE) MHUCEMO TOTOBUTCS Ha OnaHke muchMa. lIpu cocTaBieHWH MHCEM
0QOPMIISIFOTCS PEKBH3UTBI: aJIpecaT, 3aroJOBOK K TEKCTY, TEKCT, MOAMUCH, OTMETKA 00 MCIOJIHHTEIE, B
HEOOXOMMMBIX CIyJasX - OTMETKa O NPHIOKEHHH. PekoMmeHmyemblii oOpaser] opopMIIeHHS IEI0BOrO
nicbMa (tiputoskerne N 6).

3.43. Eciu mucbMo SBNSETCS OTBETOM Ha MOCTYNMHBIINM 3allpoc WM MPOCKOY, 3aIoyIHAETCs
PEKBU3UT "CCHUIKA HA PETUCTPALIMOHHBIN HOMEp U ATy MOCTYIHBILETO MUChbMa'.

HammenoBanue Buma pokymeHnta ("mucbMO") W Pa3HOBHIHOCTH NMuchMa (Hampumep, "mpochda',
"uHpopmanronHoe", '"compoBoauTenbHOE", "3ampoc", "HanmoMuHaHWE") B JIENOBBIX (CIYKEOHBIX)
MUCbMaX HE YKa3bIBalOTCSI.

Ecnu muceMo HampaBiisieTcsl ajpecaTy IO 3JIeKTPOHHOH moure wiM mo ¢axcy 0e3 TOCBUIKH IO
1oYTe, BMECTO MOYTOBOI'O aJpeca yKa3bIBAETCs aIpec JIEKTPOHHOM NOYTHI WiIM HOMep TenedoHa-gaxca.

3.44. JlenoBoe (cmyxeOHOE) MUCHMO JOJDKHO OBITH TOCBSIIEHO OJHOMY Bompocy. Ecmm
HEOOXOIMMO OOpaTUTHCA B OPTaHM3ALMIO OJHOBPEMEHHO IO HECKOJBKHM BOIPOCAaM, PEKOMEHIYETCS
COCTaBHUTh OTAEIBHOE MUCHMO 10 KaXKIOMY U3 HUX.

ITnceMO MOXKET KacaThCsl HECKOIbKUX BOIIPOCOB, €CJIM OHU B3aMMOCBA3aHbI.

3.45. B ogHOM mHChbME HE JHOJDKHO OBITH OoJiee YeThIpeX aJipecaToB, IPHU 3TOM OCHOBHOM ajpecaT
YKa3bIBaeTCs MEPBHIM, OCTAJIBHBIM a/IpecaTaM MUCbMO HaNpaBJIsIeTCs ISl CBEJCHHUS.

HpI/I HGO6XOJII/IMOCTI/I HalpaBUTb MMHUCHBMO 6om,meMy KOJIMYECTBY aJpe€CcaToB, T'OTOBUTCA CITMCOK
PacCChUIKHU, U IMCbMaA PACCBhUIAIOTCA 1O CIIUCKY.

3.46. Ilpu cocraBieHHMH JAEJOBBIX MHCEM HCIHOJNB3YETCAd BCTYNMTENBHOE oOpamieHue u
3aKIFOUNTENbHAs ATHKETHas ()pa3a B COOTBETCTBUU ¢ MYHKTOM 2.43 [IpuMepHO# MHCTPYKIHH.



3.47. TexcT muCcbMa U3JIaracTCs:

nn

ot 1-ro nmra MHOKecTBeHHOTO uncia ("mpocum ...", "mpenyaraem ...", "HamoMuHAEM ...");

n

OT 3-ro Julla €IWHCTBEHHOro uucia ("MpeAnpusThe CUUTACT BO3MOXKHBIM ...", "MHCTUTYT HE

pacroyiaracT BO3MOKHOCTBIO ...");

oT 1-ro nuua eauHCcTBeHHOTO Yncna ("mpomry ...", "mpeparato ..."), eciim mucbMo odopMIIsieTcs Ha
IOJDKHOCTHOM OJIaHKeE.

3.48. Ecnu mpoekT menoBoro (coy»keOHOTo) MruchMa HampaBisieTcs afpecaTy MO IoYTe, MPOEKT
TOTOBUTCS B JBYX ODK3EMIUISAPAX: OJIUH JK3eMIUIIp OGOpMISICTCS Ha OJIaHKe, BTOPOH 3K3EMILIp,
NpeIHa3HAYCHHBIHN [T BU3UPOBAHUS) - HA CTAHAAPTHBIX JIUCTaX OyMaru.

HemnoBoe (cimyxeOHOE) MUCHMO [0 MPEACTaBIECHUS HAa MOMIUCH JODKHO OBITh COTJIACOBAHO
(3aBU3MPOBAHO) CO BCEMU 3aMHTEPECOBAaHHBIMU Jiniamu. CoriacoBaHue (BU3MPOBAHUE) JCIIOBBIX MMHACEM
MIPOBOJIUTCS B COOTBETCTBUU C MyHKTamu 4.1 - 4.11 [IpumepHON HHCTPYKITHH.

3.49. JlenmoBoe (cmy:keOHOE) MUCHMO TOJNHCHIBAETCS PYKOBOIUTENEM OpTaHU3aIlMH WJIA HHBIM
VIIOJIHOMOYEHHBIM BM JunoM. [lonnucanHoe aenoBoe (Ciry:keOHOE) MUCHMO MOAJICKUT PETUCTPALUN U
OTIIPaBKe.

He AOITYCKACTCA OTIIPABJIATE aipecaTaM IMMUCbMa, HE UMECIOIIHNE NAThl U PETUCTPAlMOHHOI'O HOMEpPA.

3.50. Ilocme moxmucaHuss NHCbMa M €ro pPerucTpalMyd dSK3eMIUIIp MHCbMa C BHU3aMHU
3aMHTEPECOBAHHBIX JIUI] IOMEIIAETCS B IEIO.

3.51. AKTBI COCTaBIISIIOTCSI HA OCHOBE YTBEPIKJCHHBIX OPraHaMHU BIIACTH YHU(QHUIIMPOBAHHBIX (OpM
WM B cBOOOJHOM (popMe B LENSAX MOATBEP)KICHUS (PAKTOB, CBA3aHHBIX C JESTEIFHOCTHIO OPraHU3aIHH.
Pexomenayemsbiii oOpazer opopmiteHus akta (mprioxerue N 7).

3.52. Ilpu cocTaBiICHHUH AaKTOB HCIIOJB3YIOTCS PEKBU3UTHI: HANMECHOBAHHUE OPraHU3AIlN;
HAaUMEHOBaHWE BHUAA JOKYMEHTa; JaTa JIOKyMEHTa; pPETHCTPAIlMOHHBI HOMEp JOKYMEHTAa; MECTO
COCTAaBJICHHSI WJIM U3JIaHUS IOKYMEHTA; 3aT0JIOBOK K TEKCTY; ITOIIHCh.

3.53. JlaToii aKTa SBISETCS JaTa COCTABICHHS aKTa M MOIIACAHUS €r0 COCTaBUTEIISIMU.

Ecnu dopmoii akta mpenycMOTpPEHO €ro yTBEpXAECHHE PYKOBOIMTENIEM OpPraHU3allMd WM MHBIM
YHOJIHOMOYEHHBIM JOKHOCTHBIM JIMIIOM, TaTOW aKTa SIBJISETCS /1aTa ero yTBEPKICHHUS.

3.54. B BBOIHOM YacTH aKTa B IMEHHUTEIFHOM TIa/IeKe YKa3bIBAIOTCS:

OCHOBaHHME COCTaBJICHHs aKTa (JOKAJIbHBIH HOPMATHUBHBIA aKT; PACHOPSAUTENBHBIN TOKYMEHT
opranm3anuu (NpUKa3, pacropsbkeHue); (akT WM COObITHE, TOCIYXKHUBIIES OCHOBAaHUEM JIJIs
COCTaBIICHUS aKTa);

COCTaBUTENIM akTa (mepeuncisioTes mocie cioBa "CocTaBiieH" ¢ yKa3aHHEM JIOJDKHOCTEH,
HanMEHOBaHUI opraHmauHﬁ, €CJIN COCTAaBUTCIIN SABJIAIOTCA MPEACTABUTCIIAMUA prFOﬁ OopraHuvsaliuu,
(haMuIIi ¥ HHUITUAIIOB).

Ecmu akT cocraBiieH KoMuccHEH, MepBoil ykasbiBaeTcsi (paMuins TpejicenaTeliss KOMUCCHH, 3aTeM
YJIEHOB KOMHCCHH B ajipaBUTHOM HOPSIKE.

3.55. B TekcTe aKkTa M3MararoTcs [ENU U 33/1aUd COCTABJICHHUS aKTa, CYIIHOCTh, XapaKkTep, METObI 1
CPOKH TIPOJICTIAHHOM PabOThI, €€ Pe3yIIbTaThI.

HpI/I HCO6XO,I[I/IMOCTI/I AKT MOXCT COACPKAThb BbIBOABI 1 pCKOMCHAAIINU.

B 3akmounTebHOM 9acTH aKTa YKa3bIBArOTCA KOJIMYCCTBO MOATOTOBJICHHBIX 3K3C€MILIAPOB aKTa U
MCECTOHAXO0XJACHUC KaXAO0I'0 IK3EMILIApA. KonuuectBo 9K3CMIUIAPOB aKTa OMPCACIACTCA KOJIUMYCCTBOM



CTOPOH, 3aMHTEPECOBAHHBIX B €r0  COCTAaBIEHWH, WJIA HOPMATUBHBIMH  TpPeOOBaHHUSAMH,
PETTIaMEHTHPYIOUINMHE COCTABJICHHE aKTOB KOHKPETHON Pa3HOBUIHOCTH.

3.56. 3K3CMHJ’IHpI)I aKTa IIOAIIMCBIBAKOTCA BCEMH YICHaAMHW KOMHCCHH (GCJ'II/I aKT COCTaBJIAJICA
KOMHCCHCﬁ) WM COCTAaBUTEIIAMU H, IIPU HCO6XOI[I/IMOCTI/I, MPpUCYTCTBOBABIIUMU JINIIAMH.

HpI/I IMOAIMMCAaHNU aKTa IMPEACEHATEIIEM U YJICHAMU KOMHUCCUHN HaUMCHOBAHUSA UX JIOJDKHOCTEN HE
YKa3bIBarOTCH.

Ocoboc MHEHHE COCTAaBUTCNS aKTa H3jaraercs Ha OTACIbHOM JINCTC, IIOAIMMCBIBACTCA U
nmpujaracTcs K aKTy.

3.57. Ecnmu 3akoHomatenscTBOM Poccuiickoit ®epepanuu HpeayCMOTPEHO O3HAKOMIIEHHE C
COIEep)KaHMEM aKTa IUI, YHNOMSHYTBHIX B aKTe, IOJ IMOANWCh, Ha TIOCIEAHEH CTpaHHIE aKTa
MPOCTABJISACTCA O3HakoMuTenbHas Bu3a "C akToM O3HAaKOMJICH(bI)", TPHU 3TOM YKa3bIBAIOTCS
HaMMEHOBaHUS JOJDKHOCTEH, JIMYHbIC TOAMKCH, paciIUppPOBKH MOAMHKCEH, NaThl 03HaKoMueHus. Jlua,
KOTOpBIE 3HAKOMSATCS C COJIEp’KaHUEM aKTa, MMEIOT MPABO HE COTIACHUTHCS C COEPKaHMEM aKTa B IEJIOM
WIN €T0 OTACIBHBIMH MOJ0KESHUSIMH, YTO JOJDKHO OBITh 3a)MKCUPOBAHO MPU O3HAKOMJICHUH C aKTOM.

3.58. HoknagHas (cimyxeOHas) 3almcKa HCHOJB3YeTCsl AJISi ONEepaTHBHOTO HH()OPMAIIMOHHOTO
oOMeHa MeXIy CTPYKTYPHBIMH TIOApA3JeIeHusIMH W PYKOBOJACTBOM. PekomeHmyemble 00pa3iipl
o(opMIICHUS JTOKJIAJHON 3alMCKH U CIY)KCOHOM 3alMCKU, MOJArOTOBJICHHONW Ha OCHOBE AJICKTPOHHOTO
rrabiiona (mpuioxenus N 8, 9).

3.59. Obs3aTenbHBIMI PEKBU3UTAMHA JAOKIATHOHN (CITyKeOHOM) 3aIUCKHU SBISIOTCS: HAWMEHOBaHUE
CTPYKTYpHOT'O TOApa3/icieHusl, HaMMEHOBaHUE BHAA JOKYMEHTa (JOKJIaaHas 3alucKa, CIIy:keOHas
3aIMCKa), 1aTa, 3ar0JIOBOK K TEKCTY, aJpecaT, TEeKCT, HOAIUCh.

3.60. IIpu agpecoBaHMr AOKIAAHBIX (CITy>)KEOHBIX) 3alUCOK YKa3bIBAIOTCA B JATEITHHOM MaJIexe
JOJKHOCTH JINIA, KOTOPOMY aJIpecOBaH AOKYMEHT, (haMHiIHs M HHUIHa 6. Hanpumep:

3aMECTUTENIO F€HEPATIBHOTO
nupekropa ObBY "HaumeHoBaHue opranuzanuu’
®ammus U.0.

WIn:

PykoBoautemnto [lenapramenra
WHPOPMAITMOHHBIX TEXHOIOTUH
®ammus N.0.

3.61. doknaguble (ciry>keOHBIE) 3alMCKH MOTYT COCTaBJISTHCS, PAcCMaTPUBATHCS U XPAHUTHCS B
TE4YEHHE yCTAaHOBJIEHHOI'O CPOKA UCKIIIOYUTENBHO B 3JIEKTpOHHOM Buje B CO/L.

[lpu opranuzanuu paboThl ¢ JOKIAIHBIMH (CITY)KEOHBIMH) 3allMCKaMH B DJIEKTPOHHOM BHJIE
UCIIOJIB3YIOTCS DIIEKTPOHHBIE IAOJIOHBI JOKIAIHOM 1 CITyKeOHOH 3aIIHCOK.

3.62. Tekctr nokmagHOHW (CiykeOHOI) 3alMUCKH, B 3aBUCHMOCTH OT CJIOXXHOCTH COJAEp)KaHUS U
IIPUBOIMMOM apryMEHTALM1, COCTOUT U3 OJHOU, ABYX WM TPEX YaCTEH:

B HCpBOﬁ YaCTHU U3JIararoTca HNpPHUYUHBI, q)aKTLI nin CO6BITI/I$I, MOCIYXKUBIINUEC ITOBOAOM JJIsA
COCTaBJICHUA JOKYMCHTA,

BO BTOpOﬁ HaCTHU JacTCA aHalIn3 CIIOKUBIIICHCS CUTyallu, BO3BMO’KHBIC BAPUAHTHI €€ PCIICHUS,;
B TpeTLGﬁ YacCTH u3JjiararoTcsa BbIBOIBI.

3.63. Peructparust TOKIAAHBIX M CIIYKEOHBIX 3aMUCOK ocymiecTBisieTcss B COJI, mpu oTCyTCTBUU



CO/1 - B CTpyKTypHOM MOApa3esieHUu , OITOTOBHUBILIEM JTOKYMEHT.

3.64. JlenoBple mrchbMa, HAIIPaBIIEMbIe 3apyOeKHBIM KOPPECIIOHIEHTaM (B TOM 4YHCIE ajpecaTam
rocyapcTB - ObiBIIMX peciyOiank B coctaBe CCCP), ohopMisiroTcst Ha OJlaHKe MTUChMa OpTraHU3aIl|K C
PEKBU3UTAMU Ha PyCCKOM U OJIHOM W3 UHOCTPAHHBIX SI3BIKOB.

3.65. Ilucemo, HampaBiseMoe 3apy0eKHOMY aapecaTy, COCTaBISIETCS Ha PyCCKOM SI3BIKE, TIPOXOIUT
COTJIaCOBAaHUE CO BCEMHU 3aMHTEPECOBAHHBIMU JIMIIAMU OPTaHM3AIMHU, MOCIIE YEero MHCHMO MEPECBOIUTCS
Ha OJIWH W3 WHOCTPAHHBIX S3BIKOB (SI3BIK ajpecara WM aHTIUHACKHH S3BIK) M 0QOpMIISETCS Ha OJlaHKe
MUCHbMa, TPEeTHA3HAYCHHOM JIJIS IEPETUCKH € 3apyOeKHBIMU KOPPECTIOHICHTAMH.

IlognuHHUK nrucpma, OQ)OPMHGHHLII\/'I Ha OJHOM M3 MHOCTPAHHBIX A3bIKOB, JOJIKCH OBITH HUACHTHUYCH
110 COACPIKaHUIO SK3EMINIAPY HAa PYCCKOM A3BIKE C BU3aMU 3aMHTCPECOBAHHBIX JIUII.

3.66. Ha monmmuce pyKOBOOUTENIO TMPEACTABISIIOTCS: DJK3EMIUIAP TMHChMa 3apyOexHOMY
KOppECHOHACHTY, O()OPMJICHHBIN Ha OJIaHKE, KOIUsS JAaHHOTO MKMChbMa Ha CTaHIAPTHOM JIUCTE Oymaru ¢
BU30M UCTIOJIHUTEJIS, DK3EMILISP NIMChMa Ha PYCCKOM SI3bIKE C BU3aMH 3aWHTEPECOBAHHBIX JIHII.

3.67. Ilocne moanucaHus MUCbMa PyKOBOJUTENEM UM UHBIM YIIOJTHOMOYEHHBIM MM JIUIIOM:

SK3EMIUIIp  NHUCBbMa, OQOpPMJICHHBIH Ha  OJaHKe, MOIMUCAHHBIA  PYKOBOAMTEIEM H
3aperucTpupoBaHHblil B Ciy:x0€ 1e10npon3BOACTBA, HANIPABISETCS afpecaTy;

KOITHS IHChMa C BU30M HUCHOJIHUTEIS U OK3CMILUIAP IMMUChMa, COCTaBJICHHBLINA Ha PYCCKOM A3BIKE, C
BHU3aMM 3aMHTCPECOBAHHBIX JIMI] ITIOMEIIAIOTCA B AEJIO.

3.68. [lucrma, HampaBisieMble 3apyOSKHBIM aJipecaraMm, TOJKHBI UMETh PEKBH3HTHI: aJipecar, /1aTa,
PETUCTPAllMOHHBIA HOMED, TEKCT, MOAIHUCH.

[Ipu HEOOXOMUMOCTH MOTYT O(GOPMIISITECS PEKBU3HUTHI "CCBIIKA HAa PETHUCTPAIIMOHHBIH HOMEp U
JaTy TOCTyNUBIIEro muchbMa' M "3aronoBok K TekcTy"'. Ha kxomum nucbMa, momeniaeMod B JI€JO,
JOTIOJTHUTENIBHO MPOCTABIISIETCSI OTMETKA 00 UCTIONHUTEIE.

3.69. PexBm3utr "ampecat" odopmIsieTcs clipaBa MO PEKBU3UTAMHU OnaHKa. AJpecaToM IMUChMa
MOYKET OBITh OpraHU3aIHsI WM KOHKPETHOE JTUTIO.

Ecimm nmcsMo aJIp€COBAHO OpraHU3alliv, CHadajla HacTCsA €€ HaMMCHOBAHHC, 3aTEM - ITOYTOBBIMN
aZpecC B MOCICAOBATCIIbBHOCTHU: HOMEP JJOMa WJIM 3/JaHUA, HA3BaAHUEC YJIUIIbl; HA3BAHUEC ropoga, CTpaHa.

Kaxnprit sneMeHT aapeca mOHIIETCS Ha OTHIEIBHOM cTpoke. HasBanume ropoja, Kak MpaBUio,
revyaTaeTcs MPONUCcHbIMU OykBaMu. Hampumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

US.A.

CnoBa Avenue, Street, Place u nHbIe B agpece MUIIyTCs C IPOMUCHON OYKBBI.

IIpu odopmieHnn moOYTOBOrO ajpeca 3apyOeKHBIM KOPPECHOHACHTaM MYHKTyalus He
MIPUMEHSIETCSI.

[Ipu appecoBaHnyu MUceM HEOOXOAUMO YUUTHIBATH TPATUIMH, XapaKTePHbIE I OTACIbHBIX CTPaH
(manpumep, B BenmukoOpuranum mociie yKa3aHHS TOopoja MOXET OBITh ykazano rpadcrtso, B CHIA -

Ha3BaHUE IIITATA).

Ecnu B HazBaHuM (upMbl IpucyTCTBYET amuiust auna (Hanpumep, W. Edward & Co., Ltd), nepen



Ha3BaHUEM (DUPMBI IPUHATO CTABUTH CIIOBO Messrs (cokpalieHue oT Messieurs - Tocoa).

Ecm mmcemo agpeCyeTCsd KOHKPECTHOMY JIMIy, II€PEN Ha3BaAaHHUCM OpraHU3allui YKa3bIBaIOT
(baMI/IJ'II/I}O Hn JOJIXKHOCTB pa6OTHI/IKa HJIK €0 JOJI?KHOCTD.

Hanpumep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD

US.A.

3.70. B nucemax 3apyOexHBIM aapecaTam jaaTa o(opMiseTcsi ClIOBECHO-IH(POBBIM CIOCOOOM B
HOCJIEI0BAaTEIbHOCTH: IE€Hb MecAla, MECSLL, TOJ.

Hanpuwmep: 24 suBaps 2017 r.

Ilpu cocraBneHuM mnHChMa Ha aHTIMICKOM S3bIKE JIOMycKaeTcss odopmiieHHEe naThl B
MOCIIEIOBATENIEHOCTHU: TO, MECHI], IeHb Mecsa. Hampumep: 2017, January 24.

3.71. B mnmucemax 3apyOeXHBIM ajapecaraM HWCIIONB3YIOTCS BCTYNHTENbHBIE OOpaIIeHus 110
JOJDKHOCTH Wiy 110 amunuu aapecara. Hanpumep:

YBaxkaemblil rocnoiviH ToproBulil COBETHUK!
VBajkaeMbIH TOCIIOOUH AHTeIOB!

3akaH4YMBaETCs MUCHMO 3aKITFOUUATENBHON dTHKeTHOU (pazoit "C yBaxkeHuewM, ...".

IV. CoriacoBanue NpoeKTOB T0KYMEHTOB.
Honnucanue (yrBepxaeHue) MPoOeKTOB 10KYMEHTOB

4.1. CornacoBaHue MPOEKTa TOKYMEHTA MPOBOJUTCS JIO €T0 IMOIIUCAHUS PYKOBOJUTEIIEM B IEIISIX
OILICHKH COOTBETCTBHUS MPOEKTA 3aKOHOMATEIbCTBY Poccuiickoit desepaiivu, JOKaIbHBIM HOPMATHBHBIM
aKTaM OpraHu3alMy, KauyecTBa 1 3PPEKTUBHOCTH MPEIAraeéMoro PEIIeHHs.

CoracoBanue IIPOCKTa JOKYMCHTAa OpTraHn3yeTCAa HEMOCPCACTBECHHBIM HUCIIOJIHUTCIIEM
(COCTaBHTeJ’IeM) U PYKOBOAUTCICM NOAPA3ACICHUA-UCIIOJIHUTCIISI W HOPOBOAUTCA B  HIPCACiiax
YCTAHOBJICHHOI'O CPOKa UCIIOJIHCHHS.

4.2. Ilpu nanuuuu B opranuzanuu C3OJl cormacoBaHne MPOEKTOB JOKYMEHTOB OCYIIECTBIISETCS B
ABTOMAaTH3UPOBAHHOM PEXHMME MOCPEACTBOM HAIIPABJICHHUS MPOEKTOB JTOKYMEHTOB JIMLAM, Ha3HAYEHHBIM
B KaueCTBE COITIACYIOUIMX, 1 0(hopMIIeHUS pe3ysIbTaToB cornacoBanus B CO/I.

CornacoBanre MPOEKTOB JOKYMEHTOB MOXKET OCYIIECTBISTHCS IOCPEICTBOM KOPIOPATHBHOM
3JIEKTPOHHOM MOYTHI ¥ 0OPMIICHHS HUCIIOTHUTENIEM JINCTA COTIACOBAHUS C MPUIIOKEHUEM JIEKTPOHHBIX
COOOIICHUHT JIHII, Y4aCTBOBABIIMX B COINIACOBAHMH MPOEKTa JIOKYMEHTA.

4.3. CornacoBaHue TMPOEKTOB JIOKYMEHTOB C paOOTHUKaMHU OpPTraHW3allMH W/WIU JPYyTUMH
OpraHu3alMsAMU OPTaHU3YET MCIOIHUTEID MOCIIE COTJIACOBaHUs B pabouyeM MOpPsIKE MPOEKTa JOKYMEHTa
C PYKOBOJIHUTENEM CTPYKTYPHOTO TMOJpa3JieliecHuss W B COOTBETCTBUH C HHCTPYKIHEH 10
ACJIOMPOU3BOJICTBY OpraHvu3alvii WJINM WHBIMU JIOKAJIbHBIMU HOPMATHBHBIMH aKTaMH, PETYIHNPYIOIIUMU
MPOLIECC COTIacoBaHuUs (BU3MPOBAHNUS) IPOEKTOB JOKYMEHTOB.

4.4. I[TpoeKThl JOKYMEHTOB COTJIACYIOTCSI:



HEIMOCPEICTBEHHBIM UCTIOHUTENIEM U PYKOBOUTEIIEM IT0IPa3/IeICHUS-UCITOTHUTEIIS;
COMCTIONTHUTEISIMH (TIPH MIX HAIHYNHN);

PYKOBOAMTEISMH CTPYKTYPHBIX IOJpa3Jc/icHUi, paOOTHUKaMU OpraHU3aliy, HalpaBiICHUS
JIESITEIIPHOCTH W/WITU (DYHKIMOHAIBHBIE OOSI3aHHOCTH KOTOPBIX 3aTPArdBarOTCS B MPOCKTE JTOKYMEHTA
W/WIH KOTOPBIC YKa3aHbl B TMPOCKTE JTOKYMEHTa B KadyeCTBE HCIIOJHUTENCH (B Cllydae BPEMEHHOTO
OTCYTCTBHS PYKOBOIMTES TOPA3ICICHUS TPOSKT JOKYMEHTA BU3UPYET JIUI0, BPEMEHHO UCTIOIHSIIOIICS
ero 0053aHHOCTH);

3aMECTUTECIISIMHU PYKOBOJUTEIISL OpraHu3allli, KYpHUPYIOIIHUMHA 3aTPOHYTHIE B IPOCEKTE HOKYMCEHTA
BOIIPOCHI (CCJ'II/I JOKYMCHT NOANHNCBIBACTCS (YTBCp)KI[aCTCSI) PYKOBOAUTCIEM opraﬂnsauun);

IOpUANYECcKOr ciryx00ii (mpoexToB JIHA, mpoekToB mpukazos);
Cay>x00li 1e10TpOU3BOICTBA.

[TpoekTsl TOKyMEHTOB, peann3anus KOTOPHIX TpeOyeT (DMHAHCOBBIX 3aTpPaT, COTJIACOBBIBAIOTCS C
(UHAHCOBBIM MOJPA3/ICTICHUEM.

He nomyckaercst HanpaBisATh Ha COIIAaCOBAHUE IIPOEKT JOKYMEHTA OJHOBPEMEHHO IBYM MU Ooiice
pabOTHUKAM OJHOTO CTPYKTYPHOTO MOApa3zAeicHus. B kauecTBe JnI, cOTIacyrommx MPOeKT TOKYMEHTA,
JIOJI’KHBI BBICTYTIATh IPEUMYIIIECTBEHHO PYKOBOJUTEIHN CTPYKTYPHBIX MOJpa3/ieNeHni.

4.5. BHemHee corylacOBaHME IIPOEKTa JIOKYMEHTa OCYILECTBIJIETCS IOCPEICTBOM HAalpaBIICHUS
NPOEKTa B JPYIYI0 OpPraHU3aLMI0 C CONPOBOAMTENBHBIM IHCHBMOM, B KOTOPOM YKa3bIBAaeTCA CPOK
COIJIACOBaHMUS.

Ecnu opranuzainuu, cornacyromiye MNpOeKT JOKYMEHTa, SBIAIOTCA ydacTHUKaMu oaHout COJI,
corylacoBaHHEe MOKeT ObITh mpoBeneHo B CDJl Oe3 HampaBieHUS CONPOBOAMTEIBHOTO MHUCbMA U
OJTHOBPEMEHHO C BHYTPEHHUM COTJIACOBAHHUEM.

4.6. Cpoku coriacoBaHMsl OKYMEHTOB YCTAaHABJIMBAIOTCS HHIWBUIYAIIbHOM HHCTPYKLHEH IO
JIeJIOTIPOM3BOJICTBY W/WIIM WHBIMH JIOKAJBHBIMM HOPMATHBHBIMH aKTaMH B 3aBUCHMOCTH OT BHJA
JOKYMCHTa " o0neMa JOKYMCHTA, BKJIIOYas IPUJIIOKCHUA K HEMY. CpOKI/I corjracoBaHud JOKYMCHTOB
cocTaBisitoT <11>:

<11> MHauBuAyaJbHON WHCTPYKIMEN IO EJOMPOM3BOJCTBY MOTYT OBITh YCTAaHOBJIEHBI HHBIE
CPOKH COIJIACOBAHHUS IPOEKTOB JTOKYMEHTOB.

MPOEKTHI JICIOBBIX (CIyXKeOHBIX) muceM - 1 - 3 pabouux aHs;
MTPOEKTHI MPUKA30B 0e3 MmprtokeHuil - 1 - 3 pabounx JHS;
MPOEKTHI MMPUKA30B C MPHUIOKESHUSIMH CIIPABOYHOTO XapakTepa - 3 - 5 pabo4mx JTHE;

MPOCKTHI MPUKA30B C MPHJIOKESHUEM JIOKATHHBIX HOPMATHBHBIX aKTOB B 3aBUCUMOCTH OT X 00beMa
(me 6onee 50 crpanun) - 5 - 10 pabounx qHENH;

MPOEKTHl JIOKAIBHBIX HOPMATHUBHBIX AaKTOB, YTBEPXKIAEMBIX HEMOCPEJCTBEHHO IOJIITHCHIO
pykoBoaurens (e 6osee 50 crpanun) - 5 - 10 pabounx nHei;

MIPOEKTHI TMPOTOKOJIOB 3acedaHuil (COBEIIaHWi) MpPU HEOOXOMWMOCTH WX COTJIACOBaHUS, B
3aBHCUMOCTH OT 00beMa JJoKyMeHTa - 1 - 3 pabounx aHs.

Cpoku corinacoBaHHs MPOEKTOB JOKYMEHTOB, HAaIlPaBISieMbIX Ha BHEIIHEE COTJacOBaHUE HE
JIOJKHBI COCTaBIATh 6osee 30 KaleHJapHbBIX JHEH.



B KOHKpeTHBIX ciydasXx B 3aBHUCHUMOCTH OT COJAEpXAHUS W Ha3HAUYCHUS JIOKYMEHTa CpPOK
COTJIACOBAaHMUSI MOXXET OBITh COKpAIlleH WIH YBEIHYEH IO PEUICHHIO PYKOBOAWTENS, KypHUPYIOLIETO
HaIpaBJeHUE IEATEILHOCTH, IO KOTOPOMY TOTOBUTCS MPOEKT PEIICHHUS.

4.7. Odopmnenune pesynbpraToB coridacoBanuss JIHA u  pacnopsaMTENbHBIX JIOKYMEHTOB
OCYILIECTBIISIETCS. B BHJEC BHU3, MPOCTABISIEMBIX 3aWHTEPECOBAHHBIMU JIHIIAMH HA IIOCIEIHEM JIHCTE
MPOEKTa JOKYMEHTA (Ha ero JIMIEBON WM 000POTHON CTOPOHE) WM Ha OTJCILHOM JIUCTE COTJIAaCOBAHUS,
SIBIISIONIEMCS. HEOThEMJIEMOM 4acThio JOKyMeHTa. OTMETKM O corjiacoBaHuu (rpud coryiacoBaHusl W
BU3bI) 0(OPMIISIFOTCSI B COOTBETCTBHH C ITyHKTamMu 2.45, 2.46 [IpumepHO HHCTPYKITHHL.

[Ipu cormacoBanmu [enOBBIX (CIyXKEOHBIX) MHCEM BH3Bl MPOCTABIAIOTCS Ha KOMUHM IHCbMa
(BM30BOM 9K3EMIUIIP), KOTOPBIA IOCIE TMOANWCAHUS TOAJMHHUKA IMHChMa W €ro perucTpanuu
MOMeINaeTcs B 10, WiIM Ha 000pOTe MOAIMHHUKA MHCbMA, €CJIM MUChMO HAIpaBIIAETCS aapecaTy IIo
(akcy uiaM dIEKTPOHHOM MouTe. DTOT K€ SK3EMIUIAP MUChMa MOCie OTIPAaBKH axpecaTy (Mo ¢axcy uin
3JIEKTPOHHOM MOYTE B BUE NEKTPOHHOM KOIKH) MTOMEIIAETCs B JIEIO.

ITpoeKThl MPOTOKOJIOB BH3UPYIOTCS JIMIIAMH, BBICTYNABIIUMH Ha 3aCeTaHUU (COBEIIAHHHU) ITyTEM
MPOCTABJICHUST BU3bI HA JIGBOM II0JIC JOKYMEHTa HAlPOTHB 3alMCH BBICTYIUICHHS COOTBETCTBYIOIIETO
paboTHHKA.

4.8. CormacoBaHue MPOEKTOB JOKYMEHTOB MOxkeT ocymecTBiIATecs B CO/I. Ilocne 3aBepiueHus
MIPOLIEAYPHI cOrjacoBaHus (TPU CO3JaHUM TOJUIMHHUKA JOKYMEHTa Ha OyMa)KHOM HOCHUTENE) JIHCT
coriacoBaHus pacreuaTsiBaeTcs u3 COJI, mpukiaapiBaeTcs K MPOEKTY TOKYMEHTa U MpPEeACTaBIsAeTCS Ha
MOJIHCH PYKOBOAUTEIIO OPraHn3aliy (MHOMY YIOJTHOMOYEHHOMY MM JIMLLY).

CornacoBanne BHYTPEHHUX JOKYMEHTOB, CO3[aHHE, XpaHEHHE U HCIOJIb30BaHHE KOTOPBIX
ocyuectrisiercst nocpeactsoMm CI/I, npooautcs B CI/] B 3I€KTPOHHOM BUJE.

[Ipu cornacoBaHnK NPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3/IaHHBIX HA OyMa)>KHOM HOCHUTEJE, BU3bI
IIPOCTABIISIOTCS. HEIIOCPEACTBEHHO HA IIPOEKTE JOKYMEHTA.

4.9. IIpu BHEUIHEM COTJIACOBAHHH, MTOJIYYEHHOM MUCHMOM, WM COTJIACOBAHUM MPOEKTa JOKYMEHTa
KOJUIETHAJbHBIM (COBELIATENIbHBIM) OPraHoM ¢ (pUKcaluell pemieHuss O COTJIaCOBAaHWU B IPOTOKOJIC
3ace/laHusl HCTIOJHUTENs OQOpPMIIIET Ha TIPOEKTE [OKYMEHTa WM B JIMCTE COTJIACOBAaHHA TPHUD
COTJIACOBAaHUSL B COOTBETCTBUM € NyHKTOM 2.45 Ilpumepnodd mHcTpykuuu. Ilucbma o coriacoBaHHU
(BBIMCKA M3 MPOTOKOJIA) MPUJIATAIOTCS K MIPOEKTY IOKYMEHTA.

4.10. B xozxe cornmacoBaHus MPOEKTa JIOKYMEHTa paOOTHUK, COTIIACYIOUIHIA JOKYMEHT, IPUHAMAET
OJTHO M3 CIIEYIOIINX PEIICHHUI:

COTJIACOBAaTh MTPOEKT JJOKYMEHTa 03 3aMeYaHui;
COTJIaCOBaTh MPOEKT JOKYMEHTA C 3aMECUaHUSIMU;
OTKIJIOHHUTH MTPOEKT JIOKYMEHTa;

yKa3aTh, YTO HE MMEET OTHOILIEHHS K MPOEKTY JTOKYMEHTa (paccMOTpeHHe BOIpoca, MO0 KOTOPOMY
NPUHUMAETCSI PELIeHNE, HE BXOJUT B 00513aHHOCTH pabOOTHHUKA).

Bo3paxkeHns 10 TmTpOEeKTy TpuKaza (pacmopsoKEHWs), BO3HUKAIONIME IIPH  COTJIACOBAHMUU,
U3JIaraloTcs B CIIpaBKe, KOTOpas MpUiIaraeTcs K NpoekTy, win BHocutces B CO/I.

Ecnn mpoekT nokyMmMeHTa cOrjlacoBaH C 3aMEYaHUsMH, 3TO O3HA4aeT, YTO 3aME4YaHHs HOCST
pPEIaKIMOHHBINA XapakTep, W IIOCIe MX MPHUHATHS HCIIONHUATENEM MpPOeKT He TpeOyeT MOBTOPHOTO
COTJIaCOBAHUSL.

HpOCKT JAOKYMCHTA OTKJIOHACTCA JIMIIOM, COTJIACYIOIHUM NJOKYMCHT, B CIIy4dasax:

HaJINn4uA CYIHICCTBEHHBIX 3aMEUaHUM 110 ITPOCKTY JOKYMCHTA,



HEcoryIacusd ¢ MPOCKTOM JOKYMCHTA.

4.11. HecormacoBaHHBI MPOEKT JOKyMEHTa TpeOyeT JopabOTKH MO BHICKA3aHHBIM 3aMEYaHHSIM,
nepeoOPMIICHHUS U TIOBTOPHOT'O COTJIACOBAHMS.

4.12. Ecnm nipu 1opabOTKe MpOeKTa JOKYMEHTa MCIIONHATENb IPUHUMAET PElIeHne He YIYNTHIBATh
3aMeyaHue (3aMeuaHus) JUIa (JIUI]), YIaCTBOBABIIKX B COTJIACOBAHUH, HCIIOJIHUTEIIEM TOTOBUTCS PEECTP
HEYUYTCHHBIX 3aMCUaHUll, KOTOPBIH BMECTE C MPOSKTOM JIOKYMEHTa IPEICTABISICTCS PYKOBOJIUTEIIO
OpraHu3alid WIM WHOMY YIOJHOMOYEHHOMY WM JIOJDKHOCTHOMY JIMILY, IOJIHCHIBAOIIEMY
(yTBepkmaromeMy) JOKyMEHT. PeecTp HEyYTCHHBIX 3aMEUaHWi IOJIMUCHIBACTCS PYKOBOJUTEIIEM
CTPYKTYPHOTO TIOIpa3ACICHHUSI-UCTIOTHUTEIIS.

4.13. Pemenne o TOM, IMNPUHHUMATh WJIHW HE IMPUHUMATh HCYUTCHHBLIC 3aMCYAHUA NPUHHUMACT
PYKOBOOUTECIIb.

B ClIydyac cCJIM PYKOBOJUTCIIbL IMPUHUMACT PCHICHUE O HCO6XOILI/IMOCTI/I YUYCCTh 3aME€uaHu:d,
OTKJIOHCHHBIC MCIIOJIHHUTCICM, HCIIOJIHHUTCIIb ,I[Opa6aTbIBaeT MMPOCKT HOOKYMCHTa B COOTBETCTBHUU C
BBICKa3aHHBIMHU 3aMCYaHUAMMU.

Ecnu pykoBomuTens coryamaercs C MHEHHEM HCIIONHUTENs, OH IMOAMNHCHIBAeT (yTBEp)KIaeT)
JOKYMEHT.

4.14. JlokyMeHTbI, H3JaBacMble OT HMEHH OpTraHU3aLMH, IIOANKCHIBAIOTCS PYKOBOIUTENEM
OpraHM3allid WM WHBIMH YIIOJHOMOYCHHBIMH UM JOJDKHOCTHBIMH JIMIAMH  (3aMECTUTEISIMHU
PYKOBOIUTEINSI OPraHU3alUH, PYKOBOIUTEISIMH CTPYKTYPHBIX MOJPA3ACICHUN, HHBIMU JIOJDKHOCTHBIMU
JmnaMm B COOTBETCTBHHM C HUX KOMHCTCHHI/IGI\/'I, OHpeI{eHHCMOﬁ JOBCPCHHOCTSAMU Ha BBIIIOJIHCHHUC
OIMPEACIICHHBIX I[CI\/'ICTBI/II\/'I OT HWMCHHU OpraHu3alud, BHYTPCHHHMHU HOPMATHUBHBIMU HOOKYMCHTaMHU
OpTraHM3aIlNN).

4.15. OtnenpHBIC BUIBI BHYyTPEHHUX JOKYMEHTOB (CITyKeOHBIC, OOBSCHUTEIbHBIC 3alTUCKH) HA UMS
PYKOBOJMTENS CTPYKTYPHOTO MOJpPA3JeNICHHUs MOJNHUCHIBAIOTCS HMCIIOMHHUTENEM (COCTABUTENEM), €CIU
pasperiaeMble IPU TOM BOIIPOCHI HE BBIXOIAT 3a MPEAEIbl €r0 KOMIICTCHLIUH.

4.16. JlokyMeHTHI, HalpaBJIieMble B BBICIIME OpraHbl FOCYJIapCTBEHHOH BJIAacTH, HA WMS NEPBBIX
pykoBoauTenel (QenepasbHBIX OPraHOB  HMCIIOJHHUTENBHOW BJIACTH, PYKOBOIHUTENEH CYOBEKTOB
Poccuiickoit ®enepannu 1 3apyOexKHbIX TOCYAAPCTB, OANUCHIBAIOTCS PYKOBOAUTEIIEM OpPraHU3aluy WIN
JIMIIOM, UCTIOJHSIIOIINM €r0 00sS3aHHOCTH.

4.17. J1OKyMEHTHI, HallpaBiIseMbie B TMOJBEJOMCTBCHHbIC ¥ CTOPOHHHE OpTaHU3AIINH,
MOAIMCBIBAIOTCA  3aMECTUTEISIMA  PYKOBOJIWTENI OpPraHW3ald{d, WHBIMU JOJDKHOCTHBIMHM JIMLAMH
OpraHu3ali B COOTBETCTBUU C MPEIOCTABICHHBIMU UM MTOJTHOMOUHSIMHU.

4.18. JIoKyMEHT MMOAINKMCHIBAETCS ABYMS MM O0Jiee JIUIaMH, €CITU 3a COZiepKaHue JOKYMEHTa HECYT
OTBETCTBEHHOCTh  HECKOJIBKO  pPAaOOTHHKOB  (IOKYMEHTBHI,  HOJATrOTOBJIEHHbIE  HECKOJIBKHMHU
noJipa3AeNeHUsIMHA WM OpTaHU3aluAMH, pabodel rpynmoil, KOMUCCHE).

4.19. TlognuceiBaeTcsi, KaKk NPaBWIO, OAWUH SK3eMIULIp JNOKyMmMeHTa. COBMECTHBIM TOKYMEHT
MOJIITUCBHIBAETCS B KOJIMIECTBE, COOTBETCTBYIOIIEM KOJIMYECTBY OpTraHU3aIfii, CO3/IaBIINX JOKYMEHT.

[lpy HampaBleHWHM TUCbMa WM BHYTPEHHEr0 HH(MOPMAIMOHHO-CIIPABOYHOTO JIOKYMEHTA
HECKOJIbKMM ajpecaraM (He OoJiee YeThIpeX) MOAMMCHIBACTCS KAKIABIA OTHPABISIEMBIH SK3EMILIP
JIOKyMEHTA.

4.20. Toanucky Ha JOKyMEHTe O0GOpMIISieTCsl B COOTBETCTBHU ¢ NyHKTamu 2.47, 2.48 TIpumepHoit
WHCTPYKLUH.

4.21. YTBepxKaeHNE TOKYMEHTA TIPOU3BOTUTCSI:

HCMOCPCACTBECHHO PYKOBOAUTCICM - IIPOCTABJICHUCM CO6CTBCHHOpy‘-IHOfI noAnucu B FpH(be



YTBEPXKICHUS;
MIPUKA30M OpraHU3aIlHH.

4.22. YTBepKIaroTcs NMpaBWiIa, MON0KEHNUA, UHCTPYKLUHU, PETIAMEHThI, HEKOTOPhIE BUIBI AKTOB,
IUIaHBl, MPOrpaMMbl M JAPYrHM€ AOKYMEHTHI, YCTAHABIUBAIOIIME HOPMBI H/MIM PACCUMTAHHbIE Ha
JnuTenbHoe npuMeHeHne (npunoxenue N 10).

Odopmnenne rpuda yTBep>KACHHS NPOU3BOAUTCS B COOTBETCTBUU ¢ NMyHKTOM 2.41 IlpumepHoii
UHCTPYKLIUH.

4.23. Tloamuch pyKOBOAMUTENS OpPraHU3alMM WJIA HMHOTO YIOJHOMOYEHHOTO UM JIHIAa Ha
JIOKyMEHTaX, TPeOYIOMHUX 0cO00Tr0 YAOCTOBEPEHHSI MX MOAJINHHOCTH, a TAKXKe Ha KOMUSIX JTOKYMEHTOB U
BBITIICKAaX U3 JOKYMEHTOB 3aBepsieTcs nedarsio (mpunokenne N 11).

[TeuaTs HA TOKYMEHTE IIPOCTABISETCS B COOTBETCTBUU € MyHKTOM 2.49 [IpumepHOi HHCTPYKIIHUU.
V. Opranusanus 10KyMeHT0000poTa

5.1. JIokyMeHTOOOOPOT BKJIFOUAET BCIO MOCIICIOBATENFHOCTh NEPEMEIICHUN TOKYMEHTOB, a TaKXke
OlepaLuy, COBEpIIACMbIE C JOKYMEHTAaMH B IPOLECCE WX CO3IaHUSl M HCIOJHEHUs (MOJIydeHHE,
OTIIpaBKa, MpeABapUTENILHOE PACCMOTPEHHUE, PETUCTPALHS, PACCMOTPEHUE PYKOBOAUTEIIEM).

5.2. lenp opraHuzanuu IOKYMEHTOOOOpPOTa - oOecneueHHe CBOCBPEMEHHOTO MPUHSTHS
YIPaBJICHYECKUX PELICHUH M MX HCIOJHEHHUs. 3ajada JOKyMEHTOO0OOpOoTa - OpraHM30BaTh JBIKEHHE
JIOKYMEHTOB 110 HaUMEHee KOPOTKOMY IyTH C MUHUMAaJIbHBIMU 3aTpaTaMu TPpyAa U BPEMEHH, B YCIOBHSIX
9NIEKTPOHHOTO JOKYMEHT0000poTa - o0ecrmeduTh JOCTYN K JOKyMeHTaMm moJb3oBatessim COJ B
COOTBETCTBHH C IIPEAOCTaBICHHBIMH UM IIPaBaMHu.

5.3. B ycnoBusax npumenenuss COJl B opraHu3aliiy UCTONB3YIOTCS JIEKTPOHHBIE TOKYMEHTHI, a
TaK)Xe 3JIeKTPOHHBIE KOMHHU JTOKYMEHTOB, MOJYyYEHHBIE B pe3yJbTaTe CKaHUPOBAHHUS JOKYMEHTOB Ha
OymakHOM HocuTene. JIOKyMeHTbl OpraHM3aluy, HUMEIOIue BPEMEHHBbIE CPOKH XpaHeHus (no 10 mer
BKIIIOUMTENIFHO) MOTYT CO3/1aBaThCsl, XPAaHWUTbCS M HCIIOJIB30BAThCS HMCKIIOUUTENBRHO B (hopme
3JIEKTPOHHBIX JJOKYMEHTOB.

HepequL JAOKYMCHTOB, CO31aBaCMbIX, XPaHUMbIX W HCIOJIB3YyECMbIX HCKIIFOUUTCIBHO B (bopMe
QJICKTPOHHBIX JOKYMCHTOB, YTBCPIKIACTCA PYKOBOJUTECIIEM OpraHru3alnu.

5.4. OpraHuzanysi JBWKEHHS JOKYMEHTOB B YCIOBHSIX OJJIEKTPOHHOTO JIOKYMEHT000OpOTa
OCYILECTBIISIETCS. B COOTBETCTBUH € PEriJaMEHTHPOBAHHBIMH MapIIpyTamH, pazpadarbiBaeMbiMu Ciry>k00i
JIEIIONPOU3BOICTBA. MapuipyTsl IBWKEHHUS OpraHU3allMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB JIOJKHBI
OBITh ONTUMAJBHBIMH TIO 3aTpaTaM BpPEMEHH, He JOJDKHBI JIOMYCKATh IyOIMPYIOIIUX OIepanui |
BO3BPATHBIX ABHKEHUH, HE 0OYCIOBICHHBIX JICJIOBOH HEOOXOIANMOCTBIO.

5.5. OpraHu3saius J0KyMEHTO000pOTa OCHOBBIBAETCS HA MTPUHIIMIIAX
LEHTpaTN3aIIH OTIepAIii TT0 PHEMY U OTIIPaBKe JOKYMEHTOB;

pacmpenesieHUsl JIOKyMEHTOB HAa JOKYMEHTOIIOTOKHM, HMEIOIIME OAWHAKOBBIA  MapuipyT
(MappyTH3anys J0KyMEHTOB);

OpraHu3alyy NPeIBapUTEIBHOI0 PACCMOTPEHUS BXOAAIINX TOKYMEHTOB;
HCKJIIOYCHHS BO3BPATHBIX JBM)KCHUH JIOKYMEHTa, HE 00YCIIOBJICHHBIX JI€JI0BOH HEOOXOIUMOCTBIO;
OJHOKPATHOCTH PETUCTPALMH TOKYMEHTOB;

yCTpaHEHHs] HEOOOCHOBAHHBIX COTJIACOBAHUHN MPOEKTOB JOKYMEHTOB;



BpCMeHHOﬁ periiaMeHTalun onepam/lﬁ 1o 06pa60TKe, pPacCMOTPCHUIO U COIJIACOBAHUIO
JOKYMCHTOB.

5.6. B nokyMeHTOOOOpOTE OpraHM3alMU  BBIICISIOTCS  JOKYMEHTOIOTOKH:  BXOJSIIUC
(mocrymaromnue) TOKYMEHTBI, HCXOIAIIHe (OTHpaBIseMble) JOKYMEHTHI, BHYTPEHHHE ITOKYMEHTHL B
COCTaBe BXOISIINX W UCXOAANINX JOKYMEHTOB BBIJICISFOTCS:

JIOKYMEHTBI OPT'aHOB T'OCYAapCTBEHHOMN BJIACTH, OPTaHOB MECTHOTO CAMOYTIPABJICHUS;
JOKYMEHTHI (PUIIHAJIOB U TEPPUTOPHUATHHO 000COOICHHBIX OIpa3IeICHAN;
JIOKYMEHTBI U3 TOCYJJapCTBEHHBIX H HErOCYIapCTBEHHBIX OpPraHU3aIluii;

3ampockl gemyTtatoB ['ocymapctBenHoit Jlymbr u wirenoB CoBera @Denepanuu, AEMyTaToOB
3aKOHOAATEIBHBIX OPraHoOB cyObeKkTOB Poccuiickoit deaeparinil 1 OPraHOB MECTHOTO CaMOYITPABIICHUS;

oOpaleHus rpax/aH;

JOKYMEHTHI U3 NIPABUTEIILCTBEHHBIX U HEIIPABUTENILCTBEHHBIX OpraHU3alui 3apyOeKHBIX CTpaH U
JIpyTHe TPYMIbl JOKYMEHTOB.

5.7. JocTtaBka U OTHpaBKa JOKYMEHTOB B OPraHHM3aLUU OCYIIECTBISIOTCS CPEACTBAMH MOYTOBOM
CBSI3U, (EIbABETEPCKOM W KyphepCKOW CBS3M, HAPOYHBIMH W PA3IMYHBIMH BHIAMHU BIEKTPOCBS3H
(baxcumunbHas, tenerpadHas, TeneoHHas, SJICKTPOHHAS II0YTa, CHUCTEMAa MEXBEIOMCTBCHHOTO
AIIEKTPOHHOTO ToOKyMeHTooOopoTa (MO 10) <12>, CO]).

<12> JInst rocy1apcTBEHHBIX Opranu3anui - yuactTHukoB M3 J10.

5.8. B opranmMzanuio JOCTaBISETCS KOPPECIOHACHILMS B BHJE IHCEM, IOYTOBBIX KapTOYeK,
OaHJeposiell W MaKkeToB, MEYaTHBIX H3JaHHU, TenerpaMM, (akcorpamm, TeiaeGOoHOTpaMM, SIIEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHBIX KOMHI JOKYMEHTOB.

5.9. [lpuem nokymenrtoB ocymectsisiercs Ciyx00i nenonponsBoacTsa. JJoKyMeHTBI, IOJIy4YeHHbIE
paboTHUKaMH OT JpPYrHUX OpraHu3aluid, Takke mnepenatorcs B CiykOy IenonpousBojacTBa s

perucTpanuy u/uim yJera.

5.10. Bce mocTynmBIIME B OpraHW3aldi0 JOKYMEHTBHI IOJUIeXAT MEpPBHYHON 00paboTKe,
BKJIFOYAIOIICH:

MIPOBEPKY MPABUIBHOCTHU IOCTABKU IOKYMEHTOB;
MIPOBEPKY LIEJOCTHOCTH YIAaKOBKU (KOHBEPTOB, TAKETOB);

BCKpBITHE YIAKOBKU (32 MCKJIIOYEHHEM KOHBEPTOB, MakKeToB ¢ momeTrkoi "Jluano" u rpadamu
OTpaHMYEHUS TOCTYTA K TOKYMEHTY);

MMPOBEPKY HEJIOCTHOCTHU BXOAAINX JOKYMCHTOB, BKJIHOYas NMPHUIIO0KCHUA,

YHUYTOXKCHHUEC KOHBCPTOB, ITAKCTOB UJIN YIIAKOBKU;

MIPOCTaBJICHHUEC OTMETKU O MOCTYIVICHUU JOKYMCHTA B OPraHMU3alunio.

5.11. Omunbouno JAOCTABJICHHBIC NOKYMCHTHI IIEPECHIIAIOTCA MO HA3HAYCHUIO WJIM BO3BPAIIAOTCH
OTIIPABUTEIIIO. ZIOKYMeHTI)I, IMOCTYIIUBIINE B HOBpC)KJICHHOﬁ YIIAaKOBKE, MPOBEPAOTCA Ha HEJIOCTHOCTh, B

TOM YHCJIC HAa HAIITMYHNEC MCXAaHUYCCKUX HOBpe)KHCHHﬁ.

[louToBble OTIpaBiIeHUs, HECTAHAAPTHEIE 1O BECy, pasMmepy, (opMe, MMEIIUe HEPOBHOCTH II0
OokaM, 3aKJICCHHBIC JTUIKOHM JICHTOW, NMCIOIINE CTPAHHBIA 3arax, IIBET, IPEAMOIOXKUTEIHPHO UMEIOIIHE



BIOKCHUS, HE XapaKTePHbIC JUIS MOYTOBBIX OTMpPAaBICHHHA, HE BCKpbIBaoTCsS. O MOJTyYeHHUH
HOI03PUTEIBHOTO TOYTOBOTO OTIPABJICHHS TOKJIabIBACTCS pyKoBoauTem0 CiiyObl JeT0MPON3BOICTBA
U B CITy’K0y 0e30MacHOCTH (TIPU €€ HATUYHH).

5.12. Tlpu moOCTyIUIEHHMHM BXOIAIIETO JOKYMEHTa B MOBPEXKICHHON YyMaKOBKE, MOBPEKICHUU
JIOKyMEHTa, TIPU OTCYTCTBHH B KOHBEpTE (ITakeTe) AJOKYMEHTa, ero YacTH WM MPIIOKEHUH K HeMmy, a
TaKke MPU OTCYTCTBUU IOJIUCH HA BXOJSIIEM JIOKYMEHTE COCTAaBJISETCS aKT B JIBYX SK3EMIUIIpaxX Ha
OyMaXHOM HOCHUTEIIC, MOANMHUChIBAeMbIN IByMs paboTHUKaMu CityXObI JISIOIPOU3BOJICTRA.

OILI/IH OK3EMIUIAP aKTa BMECTE C BXOIAIIHMM AJOKYMEHTOM M €TI0 MNPHUIOKCHHUAMU NEPEAAcCTCAd Ha
MpeaABAPUTECILHOC PACCMOTPCHUC U PECTUCTpALIHIO, BTOpOP'I OK3CMILIAP aKTa BBICHIIIACTCA OTIIPABUTEIIIO.

5.13. KoHBepThl, MakeThl WM YIIAKOBKA COXPAHSIIOTCS M MPUIIararoTcs K BXOASAIUM JOKYMEHTaM B
CIIyvasix:

€CJIK TOJIBKO IO HUM MOKHO YCTAHOBHUTDL OTIIPABUTCIIA WIN ATy OTIIPABJICHUA,

€CIIH BXOISITHAN JAOKYMCHT HOCTYNHJI ITO3KE YKa3aHHOI'0 B TCKCTC NOKYMCHTA CPOKa HCIOJTHCHUA
HJIN JaTbl MCPOIIPUATHUA,

npu 0OJIBIIIOM PacxXoxKACHUN MCKAY AaTaMU IMOANMCAaHUA U TOJIYYCHUSA JOKYMCHTOB.

Ilocne 3aBeprieHust paboOTHl C JOKYMEHTOM KOHBEPT BMECTE C IOKYMEHTOM IOMEIIAeTCsl Ha
XpaHEHUE B JEIO.

5.14. KouBepTs! (makeTsl), nMmeromue otMeTky "Jlngro" ("Private"), rpudbsl orpaHudeHns 1ocTymna
K JOKyMEHTaM, COJEp)KallliM CBEACHUS KOHQHUICHIMAIbHOTO XapaKTepa, He BCKPHIBAIOTCA |
HepeaaroTCs:

¢ ormetkoit "Jlnano" ("Private") - HemmocpeaCTBEHHO aipecary;

c rpudamMH OTrpaHHYEHHUs] AOCTyNa - B CIYyKOYy KOH(QUACHIMAIHHOTO JACIONPOM3BOJACTBA WIIH
pabotHuKy Ciry>KOBI NIETONPOU3BOJACTBA, B OOSI3aHHOCTH KOTOPOTO BXOJIUT O0pa0OTKa TOKYMEHTOB,
COZIepIKAIIUX CBECHNS KOH(PHUICHIIMAIEHOTO XapaKTepa.

5.15. Bxopafmmue 3NEKTPOHHBIE JOKYMEHTHI, IOCTYNHBIINE OT JAPYTUX OpraHU3aluil 1o
3JIEKTPOHHOM noute, nocpeactsoM CIMl n/mnmm MO0 npunumMatorcst Ciiyx00i# AeI0mpor3BOACTBA.

DNEKTPOHHBIE JOKYMEHTHI, IOCTYITUBIINE 110 HH)OPMAIMOHHO-TEICKOMMYHHKAITMOHHBIM KaHajlaM
U TOANUCAHHBIC YCWJICHHOW KBaJIM()HUIIMPOBAHHOM MOANHUCHIO, BKIOYaroTcss B COJl mocie mpoBEepKU
SNIEKTPOHHOM TMOJMKUCH M TOJATBEPKJCHHUS €€ NCHCTBUTEIBHOCTH <13>; 31eKTPOHHBIC JOKYMEHTHI,
MOCTYMNMBIINE OT JPYIrMX OPraHM3aluid 10 3JIEKTPOHHOW TOYTe U IOJNHCAHHBIC YCHJICHHOU
HEKBATU(HUIIMPOBAHHOHN MOAMKUCHIO UM MPOCTOM 3IEKTPOHHOM IMOANUCKHIO, POXOAAT MPEIBAPUTEIBHOE
paccmoTpeHne u Bkimtowarorcs B COJl mpm Hamuumm MeXIy OpraHH3aluei-OTIpaBUTEIEM U
OpraHusalMen-noayJyareneM coriameHus o0 0OMEeHe JJIEKTPOHHBIMU JOKYMEHTAMH, MOAMUCAHHBIMU
COOTBETCTBYIOIIEN MOAHUCHIO.

<13> HaauBuayanbHOW WHCTPYKIIMEH 110 JEJIOMPOU3BOJICTBY MOXKET OBITh NpPEIyCMOTpPEHA
pacreuaTka JOKYMEHTOB, IOCTYIHUBIIMX B (OpPME 3JCKTPOHHBIX JTOKYMEHTOB, C IOCJCIYyOIIeH
opraHm3anuell paboThl ¢ HUMH KaK C JOKYMEHTaMH Ha OyMa)KHOM HOCHTEJIE.

5.16. IlepBuunas 00paOOTKa JJIEKTPOHHBIX JOKYMEHTOB, IOJNYYCHHBIX MO HH(OPMAIIMOHHO-
TEJIEKOMMYHHKALIMOHHBIM KaHajlaM CBS3M (3J7eKTpoHHast mouta, MOJ10, caliT opranusanuu) OT APyrux
OpraHu3alyii ¥ rpakJaH, 10JDKHA COOTBETCTBOBATH TEXHOJIOTHH PA0OTHI C BXOSIIMMH JOKYMEHTaMU.

5.17. TlepBuuHast 00paboTKa JIOKYMEHTOB 3aBeplIacTcss MX paclpeieieHueM (COPTHPOBKOI) Ha
perucTpupyemMbie U Hepeructpupyemble (npriokenne N 12) <14>.



<14> K nmoxymeHTaMm, HE TOJUIeKAIIAM PETUCTPAIMH, OTHOCSTCA IOKYMEHTHI, HE TpeOyromue
WCTIOJTHEHHMS U HE COJIeprKale nH(HOPMAIUH, UCTIONB3yeMOH B CIIPABOYHBIX IIETISX.

5.18. Peructparust BXOASAMUX TOKYMEHTOB OCYIIECTBIISIETCS HE3aBICHMO OT CIIOCO0a WX TOCTaBKH
omuH pa3: B Cnyx0e AeNOoNpoU3BOJACTBA WIM B CTPYKTYPHOM MOAPA3JCIICHUU OpPraHHM3allud B
COOTBETCTBHH C YCTAHOBJICHHOH (hOPMOIi OpraHU3aIliH JCIONPOU3BOACTBA <15>,

<15> B WHIUBUAyaJIbHON WHCTPYKIMU 1O JCJONPOU3BOJCTBY YCTAaHABIMBACTCSI MECTO
pETHUCTpalliK BXOIAIINX TOKYMEHTOB (TIeHTpain30BaHHO - B Ciry:x0e nemonponsBojicTBa win B Ciryx0e
JIEIIONPON3BOJICTBA M CTPYKTYPHBIX TOZApA3ENeHUsAX), a Takke crmocod peructparuu (B COJ| nnm B
PETUCTPALMOHHO-YYETHBIX (hopMax Ha OyMaKHOM HOCHTEIE).

JIOKyMeHTBI, MOCTyMaIIie W3 JAPYTUX OpraHu3aluii HEMOCPEICTBEHHO B CTPYKTYPHBIE
nojpa3AeicHus, HO TPeOYIIUe pPacCMOTPEHHS PYKOBOJICTBA, IEPENAIOTCSA JUJI PETHCTpAalMd U
MpEeABAPUTEIHLHOTO paccMOTpenus B Ciiyk0y AeT0mponu3BOICTBA.

5.19. Peructpanusi BXOOAIIUX ITOKYMEHTOB OCYLIECTBIISIETCSI B JACHb MX IOCTYIUICHUS WIM Ha
CenyroIIUi pabouyuil IeHb NPU MOCTYIUICHUHM JOKYMEHTOB B KOHIIE pa0oyero IHsS WM B Hepabouee
BpeMmsl.

Peructpamus oOpameHuii TpaxgaH OCYIIECTBISETCS B TeUeHHE Tpex HHEH ¢ MOMEHTa
MOCTYIUIEHUS oOpanieHus <16>,

<16> denepanpblii 3akoH 0T 2 Mast 2006 r. N 59-®3 "O mnopsake paccMOTpeHHs OOpalIeHUH
rpaxnaaH B Poccuiickoii ®@enepanun” (Cobpanue 3akoHomarenbcTBa Poccuiickoit deneparuu, 2006, N
19, ct. 2060; 2010, N 27, ct. 3410; N 31, cT. 4196; 2012, N 31, ct. 4470; 2013, N 19, ct. 2307; N 27, cT.
3474; 2014, N 48, ct. 6638; 2015, N 45, ct. 6206; 2017, N 49, c1. 7327).

5.20. CenmeHuss O NOCTYNMBIIEM JOKYMEHTE BHOCATCS B JJEKTPOHHYIO PETUCTPALMOHHYIO
kaptouky (OPK) CO/l nnm perucrpaliioHHO-Y4eTHYIO (hopMy Ha OYMa)kHOM HOCHUTEJIE, a IIOCTYIHUBLIEMY
JIOKYMEHTY TIPUCBAaNBAETCS PErUCTPAIMOHHBIN HOMED.

PerucrpanioHHbIif HOMEP BXOASALIETO JOKYMEHTa COCTOUT M3 MOPSAAKOBOrO HOMEpa JOKYMEHTa B
npezenax KaJleHIapHOTo To/ia, KOTOPBIH MOXKET OBITh IOTIOTHEH MU(PPOBBIMH WIIH OYKBEHHO-IIU(POBBIMU
Ko/1aMu (MHJIEKCaMH) 110 UCTIONIB3YEMBIM KilaccudukaTopam <17>.

<17> CrpykTypa pETUCTPAIlMOHHOTO HOMEpa BXOMAIIECTO0 JOKyMEHTa  OMpeaemseTcs
WHIMBH Ty aTbHOW WHCTPYKITHEH 10 JIEIOTPOU3BOJICTBY OpTaHH3AIIHH.

5.21. Ha Bcex 3aperucTpupoBaHHBIX JOKYMEHTAX, 3a UCKIIOYEHHUEM TOKYMEHTOB, IOCTYIMUBIINX B
(bopMe AIIEKTPOHHBIX JIOKYMEHTOB, MIPOCTABIISIFOTCS OTMETKH O MOCTYIICHUH JIOKYMEHTa B OpPTraHH3aIuIo.
B orMeTke 0 MOCTYIUIEHUH JOKYMEHTa (DUKCHUPYIOTCS JlaTa MOCTYIUIeHHs (P HEOOXOJUMOCTH - BpeMs
MOCTYIUIEHHUS B 4acaX W MUHYTaX) M BXOJSIIMHA PETUCTPAIIMOHHBIA HOMED JTOKYMEHTa B COOTBETCTBHH C
myHKTOM 2.36 [IpuMepHO#l HHCTPYKITHH.

5.22. JIOKyMEeHTBI, MOCTYMUBIIKME HAa OyMa>KHOM HOCHTENE, CKaHUPYIOTCS, 3JIEKTPOHHAs KOMHS
nokymenTa Birodaercs B COJl u mpucoenuusercs k OPK noxkymenra.

5.23. KoppecnonaeHnusi Ha WHOCTPAHHBIX S3BIKAaX, aJpEeCOBaHHAsS PYKOBOACTBY OPTaHH3AIUH,
nociie peructpanuu B Ciayx0e JeIoporu3BOCTBa NIepeaacTCs B COOTBETCTBYIOIIEE MOIPa3AeICHIE N
pabOTHHUKY OpraHM3alMU JJIs TIEPEBO/Ia U MOCIICAYIONICH Mmepenayn Ha pacCCMOTPEHNUE PyKOBoIcTBa. MHas
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KOPpPECHIOHJICHIINST Ha WHOCTPAHHBIX S3bIKaxX IEepefaeTcs 10 Ha3HAYCHHWIO HETOCPEICTBEHHO B
CTPYKTYpHBIE TIOIpa3/ICTICHHUA.

5.24. TlpenBapuTenbHOE PACCMOTPEHUE MPOBOAUTCS B IEISIX pacHpeleSCHUs MOCTYMAOIUX B
OpTraHM3aIHI0 TOKYMEHTOB Ha TPeOyYIOIIie 00s3aTeIbHOTO PACCMOTPEHHUS PYKOBOJICTBOM OpPTaHU3aIllnU U
HaIpaBIsieMble HETIOCPECTBEHHO B CTPYKTYPHBIE MTOIpa3AeIeHusI.

5.25. llpenBapurenbHOE PACCMOTPEHHE BXOJSIIMX JOKYMEHTOB ocymiectBisieTcss B Ciryx0e
JIEIIONPON3BOJICTBA TIOCIIE PETUCTPAIIUHN TOKYMEHTOB.

[IpenBapuTensHOE pacCMOTpEHHE MOXKET MPOBOAUTHCA IO PETHCTPANNU B CIy4ae IMOCTYIUICHUS
JIOKYMEHTOB C OTMETKaMH, TPEOYIOIIMMHU HE3aMEITUTSIILHOTO PACCMOTPEHUS M UCTIOJTHEHHS JOKYMEHTA.

5.26. llpeaBapuTenbHOMY PAacCMOTPEHHIO TOJUIEKAT BXOISAIINE JOKYMEHTHI, aJpecOBaHHBIC B
OpTaHU3AIMIO U HA UMSI €€ PYKOBOIUTEIISI.

JloKyMeHTBI, aJpeCOBaHHBIC MOAPA3ICICHUSIM, PYKOBOIUTEISIM OIPA3CICHUM U CHCIHAINCTaM,
MIEPeNaoTCs B CTPYKTYPHBIE MTOApa3aesieH s 0e3 mpeaIBapuTeIbHOTO pACCMOTPeHHT <18>.

<18> CocTtaB HOKYMEHTOB, MOAJCKAIIUX INPEIBAPUTEILHOMY PACCMOTPEHHIO B OpraHH3aLuHy,
MOYKET OBITh KOHKPETH3UPOBAH B MHAWBUAYATbHON HHCTPYKIIMH 110 JIEJIOTIPOU3BOJICTBY.

5.27. llpeaBapUTenbHOE PACCMOTPEHUE OCYLIECTBISIETCSI HCXOAS U3 OLECHKU COIEPIKAHMS
BXOZSIINX TOKYMEHTOB, C YYETOM YCTAHOBJICHHOTO B OPraHM3allUHM pacHpeacieHus] (yHKIHOHAIbHBIX
00si3aHHOCTE MEXIy pPYKOBOAWUTEIIEM OpraHW3allid, ero 3aMECTHTENSMH, PYKOBOJHUTEISIMHU
CTPYKTYPHBIX MTOAPa3ACICHUN.

5.28. Ilo pe3yapTaTaM NOpeIBAPUTEIBHOTO PACCMOTPEHUSA JOKYMEHTBI PACIPEAENSIIOTCS Ha
JOKYMCHTOIIOTOKH, HAlIPAaBJIsICMBIC!

Ha pacCMOTPEHHE pPYKOBOAMTENI OpraHu3alMu (IOKYMEHTBI, IIOCTYNAOIIME M3 OPraHoB
rOCy/IapCTBEHHOM BJIACTH, OPTaHOB MECTHOI'O CaMOYIIPaBJIE€HHS, JTOKyMEHTHI 10 HanOoyiee BaXHBIM U
MPUHLIMITHAIBHBIM BOIIPOCAM JESTEIbHOCTH OPTaHU3alliN);

Ha pPacCMOTPEHHE 3aMECTHTENell PYKOBOAMTENS (HOKYMEHTHI 10 HAIIPABICHUSM JEATEIbHOCTH,
KYPUPYEMBIX COOTBETCTBYIOIIMMHU 3aMECTUTEIISIMU );

Ha paCCMOTPEHUEC MHBIX pyKOBOI[HTeHeﬁ, TJIaBHBIX U BEAYHIUX CIICHUATINCTOB,

Ha pPACCMOTPEHUEC U HUCHOJHCHUC B CTPYKTYPHBIC TOAPA3ACIICHUA II0 HAIPABJICHUAM HX
JACATCIIBHOCTH.

5.29. Tlo 3aBepiieHMHM  MNPEABAPUTEIBHOTO  PACCMOTPEHHS  JIOKYMEHTHI  MEpEaaroTCs
COOTBETCTBYIOIIUM PYKOBOJUTEISAM JUIS PACCMOTPEHHS W BBIHECCHUs pe3oionuii (yka3aHWid 110
WCITOJTHEHHUIO).

5.30. PaccMoTpeHHe TOKYMEHTOB PYKOBOJIMTENIEM OCYILECTBIISIECTCS B JI€Hb Mepeaadn JTOKYMEHTOB
PYKOBOIWTENIO WM HA CIIEAYIOIINA pabounii AeHb, €CIM JOKYMEHTHI MEpEIaHbl PYKOBOIACTBY B KOHIIE
pabouero JHsl.

JlokyMeHTBI, TpeOyIolre CPOYHOTO PACCMOTPEHHUS, a TaKXKe TeJlerpaMMbl U Tele(OHOTPaMMBbI
paccMaTpUBarOTCS PyKOBOAUTEIEM HE3aMEMITUTENBHO.

5.31. Pe3ynpTaThl paccCMOTpEHHUs] JOKYMEHTa PYKOBOAWTEIEM OpPraHU3alliy, €ro 3aMECTUTEIAMH,
PYKOBOJUTENSIMU TIO/Ipa3/ieNIeHUi ohOPMIISIOTCS. B BUJIC PE3OJIIOIMH B COOTBETCTBHH C ITYHKTOM 2.43
IIpumMepHON HHCTPYKLIMH.



5.32. Csenmenuss O pe3onouuHd (UCIONHUTENb, COAEPKAHHE MOPYYCHHUS, CPOK HCIOJIHEHUS)
crrenanucToM CykObI genmonpou3BoacTBa BHocaTes B DPK COJI, mocie 4ero UCmoaHUTENN MOTyJaoT
JOCTYI K 3JIEKTPOHHOMY TOKYMEHTY HJIH DJIEKTPOHHOM KOIUH JAOKYMEHTa, €CJIM JOKYMEHT MOCTYIHI Ha
OyMa’KkHOM HOCHTEJIE.

5.33. JIoKkyMeHTBI, ITOCTyIaroIye Ha OyMaXXHOM HOCHUTENE, II0C/Ie UX PETUCTPALUH, BKIIOUYEHHUS B
COJl B BHIE ANIEKTPOHHBIX KONHMM M PAacCMOTPEHHs PYKOBOJICTBOM IEPENAIOTCA B COOTBETCTBYIOIIUE
CTPYKTYpHBIE MOJIpa3elieHHs Ha MCIIOJHEHUE WK MOoMeIaroTes B aeno B Ciyx0e Ieonpon3BOACTBA B
COOTBETCTBMH C HOMEHKJIATYpOH J1eJ1 OpraHU3aLuH.

I[J'I}l q)HKcaI_II/II/I (I)aKTa nepeaadyu BXOOAIINX AJOKYMCHTOB UM HX KON Ha 6YMa)KHOM HOCHUTCIIC
HCIIOJIHUTCIAM B CTPYKTYPHBIC NOAPA3ACIICHUSA MOT'YT HCIIOJIb30BATHCA KYpPHAJIbI (peeCTpI)I) nepeaadyun
JOKYMCHTOB.

5.34. Tlpu OyMaXHOM JIOKyMEHTOOOOPOTE TOUIMHHUKUA BXOISANIMX JOKYMEHTOB, B Cllydac
HA3HAYCHHWS HECKOJBbKUX WCIIONHUTENEH TepeNaloTcsi OTBETCTBEHHOMY HCIOJHHUTENIO, OCTaJbHBIM
ucnonauTensM Ciryx0a 1eI0mpon3BOACTBA MEPEaeT KON TOKyMEHTA.

5.35. HUcxopnsamme ITOKYMEHTBHI, 3aBH3UPOBAHHBIC BCEMHU 3aMHTEPECOBAHHBIMHU JIUIAMUA U
MOMITMCAaHHBIE PYKOBOIUTENIEM I WHBIM YIOJHOMOYEHHBIM WM JIHIIOM, peructpupytorcs B Ciryxoe
JIEIONIPON3BO/ICTBA OPTaHU3AINH.

5.36. Perucrtpamus HCXOASIIUX JOKYMEHTOB OCYIIECTBISICTCSI B JIE€Hb IOJANHUCAHUS WU Ha
clenyromuil pabouunii AeHb, €CIIM JOKYMEHTHI OBLIH MOANMCAHBI B KOHIIE pabodero JHs win B Hepabodee
BpeMsL.

5.37. llepen peructpamueil ucxomsmmx IokyMeHTOB Ciyx0a IelOompon3BOACTBA TPOBEPSIET
NPaBUIBHOCTE OGOPMIICHUSI IOKYMEHTOB (B TOM 4HCJIE HAJWYME TIOANUCEH, BU3, NPaBHILHOCTD
HaIlTMCaHUs aI[pCCOB), a TaKXXC YKa3aHHBIX B HCXOOAHIUX JOKYMCHTax HpHHOX(CHHﬁ, COOTBECTCTBUEC
KOJIMYECTBA IK3EMIUIIPOB KOJIMYECTBY aJpEcaToB MO YKA3aTeNI0 PACCBUIKH, HaIU4YMe OTMETKH 00
UCTIOJIHUTETIE.

5.38. Ilpu perucrpanun ucxopmsmiero nmucema B COJl cBeneHus o0 OTHpaBISeMOM TOKYMEHTE
¢duxcupyrorcst B OPK, k KoTopoli pUKperuIsieTcst JIEKTPOHHAS KOITUS OTIPABIISIEMOTO TIOKYMEHTA.

Ecnmu OPK Obma cozmana B COJl mpu MOArOTOBKE IMPOEKTa JOKYMEHTa, TO NMPH PErHCTPaLlU
MCXOJSIIEro JOKyMEHTa B Hee JOOABIISIOTCS CBEEHHS O PErHCTPAllMOHHOM HOMEpE, AaTe PErucTpaliy u
JIpyrue cBeZieHns 00 UCXOMAIIEM JOKYMEHTE.

5.39. PeructpaliiioHHbIl HOMEp HCXOJSIIETO TIOKYMEHTA JOKEH COCTOSATh U3 KOJIOB (MHIEKCORB) B
COOTBETCTBUM C MPUMEHSIEMBbIMHA KJIACCU(HUKATOPAMH U TMOPSAIKOBOIO HOMEpa JOKYMEHTa B Ipenesiax
KaJICHIapHOTO ToJ1a.

Jlata perucrpanuy U perucTpaliOHHBIN HOMEP MPOCTABISIOTCS HA OTIPABISIEMOM JOKYMEHTE, a
TaK)Ke Ha KOIMM UCXOSINErO JOKYMEHTa, OCTAIOIICHCS B Jielie, B COOTBETCTBUU ¢ IyHKTamu 2.35, 2.36
[IpumMepHON HHCTPYKLIUH.

5.40. Ucxonmamuid HOKYMEHT, TOANUCAHHBIA PYKOBOIUTEIEM OpraHU3allid WIH HWHBIM
YIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIMIIOM, TIEPEIaeTCS Ha OTIIPABKY, KOIHUS JOKyMEHTa Ha OyMaKHOM
HOCHTEIIE ¢ BU3aMH MOMEIIAETCS B ACJI0 B COOTBETCTBUU C HOMEHKIATYPOU €.

DNEeKTPOHHBIE JOKYMEHTHI TIOCJE WX MOJITUCAHMS JICKTPOHHON MOJIMCHIO M OTIPABKH apecary
xpansaTcs B 6a3e marapix CO/I.

5.41. B 3aBHCHMOCTH OT COJEP)KaHUS U CPOYHOCTU JOKYMEHTHI, OTIPABIISIEMbIC U3 OpraHHU3AIINY,
JIOCTaBJISIIOTCS  ajipecaraM CpPEJICTBAMM IOYTOBOM, ()EIbIbErepCKON CBSI3M, CIICILICBA3H, KYPbEPOM,
IKCIIPECC-TIOYTON, a TAKXKE MEPEAaloTCs M0 KaHajlaM 3JIEKTPocBs3u ((pakcuMuiabHas CBsA3b, Tenerpad,
tenedoH, anekTporHas moura, MOJ10, CO/1).



O0paboTKa KOPPECIIOHACHIINY JIJIsl OTIPABKH IMOYTOBOW CBS3BIO OCYIIECTBIIICTCS B COOTBETCTBUU C
[IpaBunamu okazaHUs yCIIyT MMOYTOBOM CBS3H <19>,

<19> IIpuka3 MUHHCTEPCTBA CBS3H U MAcCOBBIX KoMMyHUKarmi Poccuiickoit ®eneparyu ot 31
utong 2014 . N 234 "O6 yrBepkaenuu [IpaBuin okazaHus yCIIyT MOYTOBOM CBSI3U" (3aperMCTPHPOBAH B
MunuctepctBe roctunuu Poccutickoit @eneparnuu 26 aexadbps 2014 r., perucrpanuonasii N 35442), ¢
W3MEHEHUSAMH, BHECEHHBIMU ITPUKa30M MUHUCTEPCTBA CBSI3M M MACCOBBIX KOMMYHHKanui Poccuiickoi
Oenepannn ot 13 despans 2018 1. N 61 "O BHeceHHHM W3MEHEHHMM B IpHKa3 MUHUCTEPCTBA CBS3U H
MaccoBBbIX KoMMyHuKanuii Poccuiickoit @enepamuu ot 31 wmions 2014 r. N 234 "OO yTBepkacHUU
[TpaBun oka3aHusl ycIayr MOYTOBOH CBA3M" (3aperucTpupoBaH B MHUHHCTEPCTBE IOCTULMH Poccuiickoii
ODenepannn 28 mapta 2018 1., peructpanmuonusiii N 50545).

5.42. JlokyMeHTBl, HE WMEIOIIME aJpPEeCHOM YacTH, MPUHUMAIOTCA Ha OTIPaBKy C
COIIPOBOIUTEIBHBIMU  IUCbMaMHU (332 HMCKJIIOYCHHEM KONUH  pPacHOpSOUTENbHBIX JOKYMEHTOB,
HaIpaBJIieMbIX B IIOABEIOMCTBEHHBIE OPTraHU3ALIUN).

HenpaBunsHO odopMiteHHBIE TOKYMEHTHI W KOPPECHOHACHIMS HEecTy)eOHOro XapakTtepa K
OTIPABKE HE MIPUHUMAIOTCS U BO3BPALLIAIOTCS UCIIOTHUTEIIO.

JIOKyMeHTBI, TOJyIeXKAIlUe OTIpPaBKe, JOJDKHBI 00padaThIBaTECA W OTIPABIATHCA B JCHb HX
MOJIMUCAHYsSI ¥ PETUCTPAIMK WIIH Ha CIICAYIOUIHI paboyuunii ICHb.

5.43. TochUIKa WM 3aMEHa PaHee OTIPABICHHOIO JOKYMEHTA OCYLIECTBRISICTCS M0 YKA3aHUIO JIULA,
IMOANMMUCAaBIICTO JOKYMCHT.

5.44. TlpoxoxieHHe BHYTPEHHUX JOKYMEHTOB Ha 3TalaxX WX MOATOTOBKH W O(OPMIIECHUS TOIKHO
COOTBCTCTBOBATHL IPOXOXKICHUIO HCXOAAINUX JOKYMCHTOB, a Ha O3Tall€ HUCIHOJHCHUA - BXOAAIMIUX
JIOKYMEHTOB.

5.45. TIpoexTsl pacmopsAANTEIbHBIX JOKYMEHTOB (TIPHUKA30B, PacHOPsHKEHUH), MOATOTOBICHHBIX
AJid moAnurcCaHusA, IMOCJIC MOATOTOBKHU M COIIACOBAHUA C 3aMHTCPCCOBAHHBIMU JIMIAMU TIE€PEAAIOTCSA B
Crnyx0y Aenonpon3BOICTBA JIJIsl TPOBEPKH NPABMIILHOCTH WX OQOPMIICHHSI.

5.46. IIpaBunbHO 0GOPMIICHHBIE IPUKA3bl, PACTIOPSKEHUS IIEPENAtOTCs Ha MOAMUCH PYKOBOAUTEIIO
OpraHU3aly WIX HHOMY YIOJTHOMOYEHHOMY MM JIHILY.

5.47. TlognucaHHble MPHUKa3bl, PACTIOPSKEHHUS 1O OCHOBHOM [EATENBHOCTH PETUCTPUPYIOTCS B
Cryx0e nemonpounsBojctea <20>,

<20> IloaroroBka mNpHKa30B MO JHMYHOMY COCTaBy K IIOANMCAHUIO DPYKOBOAUTENEM M UX
peructpanus OCyLIeCTBIIAIOTCS [101pa3/IeIEHUEM 110 YIIPABJIEHUIO 1EPCOHAIOM.

[Ipukazam, pacropsHKeHHSIM 110 OCHOBHOU JIESITENTHOCTH NIPUCBAaNBAIOTCS MOPSIKOBBIE HOMepa (110
KOKIOW Tpymnmne JOKYMEHTOB OTHENbHO) B Ipeaeiax KaleHaapHoro roxa. llopsnkoBerii Homep
JIOKyMEHTa MOXET JIOTIOJIHATBCS OYKBEHHBIM MM  LUQPOBBIM  HHIEKCOM, 0003HAYarOIIUM
MPUHAAJIEAKHOCTh JOKYMEHTa COOTBETCTBYIOIICH IpyIie JOKYMEHTOB.

CBenieHNsT O pPETUCTPUPYEMBIX MpHKa3ax, pacnopskeHusix BHocsaTcss B COJl miam B HHBIE
PETUCTPAIMOHHO-YYEeTHBIE (POPMBI Ha OYMa)KHOM HOCHTEIIE WITH B AJIEKTPOHHOI (hopMe B COOTBETCTBHH C
MyHKTOM 5.54 IIprMepHON HHCTPYKLIUH.

5.48. IloamMHHKKY MPHUKa30B (PaCHOPsDKEHHI) MO0 MECTY MX perucTpauuu GopMUPYIOTCS B 1ea B
COOTBETCTBHM C HOMEHKJIATYPOH JeN OpraHu3aliil B COOTBETCTBUH ¢ myHKTOM 8.20 IlpmmepHoi
HUHCTPYKIUH.
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Komuu mnpuka3oB, pacnopsikeHUN pacChUIAIOTCS HCHOIHUTEISIM W HHBIM 3aHHTEPECOBAHHBIM
JIWIIaM B 2JIEKTPOHHOUN opMme mir Ha OyMaKHOM HOCHUTEJIE B COOTBETCTBUH C yKa3aTeleM PacChUIKH.

Komuu mnpukaszoB, pacnopspKeHUH, pacchulagMble Ha OyMaKHOM HOCHTENE, 3aBEpSIOTCS B
COOTBETCTBUHU € MyHKTOM 2.51 [IpuMepHON HHCTPYKLIUH.

5.49. [IllpoTokombl 3acefaHWii, COBEIIAHWH, TPOBOAMMEIX PYKOBOJICTBOM OpTaHH3AIINY,
peructpupyrotcs B Ciyx0e JAeTONMpPOU3BO/ICTBA HITU CEKPETAPSIMU COOTBETCTBYIOIIUX PYKOBOAUTEIICH.

[IpoTtokonsl 3acemaHwii, COBEIIaHUH, TPOBOAUMBIX KOJJICTHAIBLHBIMH  (COBEIIATEIIHHBIMU)
opraHaMy, KOMHUCCHUSMHU WU B CTPYKTYPHBIX MOAPA3NCICHUSX OpPraHU3allud, PETUCTPUPYIOTCS B
MOAPA3ICTCHUSX, OTBETCTBEHHBIX 3a OpraHM3allMi0 U MpoBeAcHuEe Meporpusatus. Kommm Takux
MIPOTOKOJIOB TOTOBATCS K PACCBHUIKE W PACCHUIAIOTCS CTPYKTYPHBIM IOAPA3IEICHNEM, OTBETCTBEHHBIM 32
OpTaHU3AIMIO U MPOBEACHNE MEPOTIPHSITHS.

5.50. IlpoTokonaM TpPHUCBaWBAIOTCS TOPSJAKOBBIC HOMEpa B Mpejaeiax KaJlCHIapHOTO Troja WU
neproaa paboTel BpeMeHHON paboueil rpynmsl (KOMHCCHH) TTO KayKIAOW TPYIIE TPOTOKOJIOB OTACIHHO.

[NoanMHHUKY MPOTOKOJIOB 10 MECTY MX PErHcTpaniu (GopMUpPYIOTCS B [eia IO HOMEHKIATYpe Jel
OpraHM3aliy B COOTBETCTBUU ¢ MMyHKTOM 8.20 [IpumepHOit HHCTPYKIMU.

5.51. BHyTpeHHHE OOKYMEHTHl Ha UMl PYKOBOIOUTENSI APYTLOro CTPYKTYPHOrO MOIpa3JAeieHUs
peructpupytotcs B COJl winu (mpu orcyrerBuu COJ] mim OTCYTCTBHHM BO3MOKHOCTH 3apETHCTPUPOBATH
BHyTpeHHHI gokyMeHT B C3Jl) peructpupyroTcss B TOApa3AeiCHHH, CO3AABIIAM JIOKYMEHT.
3aperucTpupoOBaHHbIN JOKYMEHT MEpEeaaeTcsl HEMOCPEACTBEHHO B MOAPA3AeIeHUE - aIpecaT, B KOTOPOM
MIOBTOPHO HE PETUCTPUPYETCH.

5.52. Ilpu Bxmroduennun B COJl BXOAAIIMX TOKYMEHTOB, HUX PETHUCTpAIM, PacCMOTPEHUU U
ucnonHennu B DPK BHOcATCA caeayromue CBEAEHUs 0 JOKyMeHTe <21>:

<21> Vka3aHHBIA COCTaB CBeICHUW, BKIOUaeMblXx B COJl mpu perucTtpauvi U B XOJE
pacCMOTPEHUA W HUCIOJHCHHA BXOAANIUX WM UCXOAAIIUX JOKYMCEHTOB, o0s13areieH JUIA opraHmaum‘/i -
yaactHIKOB MDJ10.

a) HaMEHOBaHHUE OpraHu3alnyu (KOPPECIIOHCHTA);

0) aapecar;

B) HAMMEHOBaHME BUIA IOKYMEHTA;

T') JaTa MOCTYIHBILIETro JOKyMEHTa;

1) PErUCTPALMOHHBII HOMEp MOCTYIUBILETO JIOKYMEHTA,;

€) JOJDKHOCTb, ()aMUJIHS U MHUIIMANBI JIMIIA, TOIITHUCABIIETO JOKYMEHT;
) JaTta MOCTYIJICHUS TOKYMEHTa;

3) BXOJSIINNA PErUCTPAIIIOHHBIA HOMED;

1) 3aroJOBOK K TEKCTY (KpaTKoe coepKaHue TOKYMEHTa);

K) KOJIMYECTBO JIUCTOB OCHOBHOTO JIOKYMEHTA;

JI) OTMETKA O MPHUJIOKEHUH (KOIUYECTBO MPHIIOKEHUH, 0011Iee KOTHMYECTBO JTUCTOB MPUII0KEHUH );

M) CBEJICHHSA O CBSI3aHHBIX JOKyMEHTax (HaMMEHOBAaHHUE BHJIA JOKYMEHTA, AaTa, peruCTPallMOHHBINA
HOMeEp, THII CBSI3N);



H) pe3omonus (MCHOMHUTENh (UCTHIOMHHUTENH), IOPYyYEHHUE, JODKHOCTHOE JIMIIO, JIaBIlee
MOpYICHHE, JaTa);

0) CPOK UCTIOJTHCHUS JJOKYMEHTA;

) WHJIEKC Jiea TI0 HOMEHKIIAType JICI;

P) CBeeHUs O Tepeaapecaluy JOKYMEHTa,
C) OTMETKa O KOHTPOJIE;

T) TpU(} OrpaHNYEHUS TOCTYNA K IOKyMEHTY;
y) CBeJIcHHSI 00 JICKTPOHHOM MOIITUCH;

() pe3ynbTaT MPOBEPKH AIEKTPOHHOH MOATHUCH <22>.

<22> Bxmouatorcs B CO/I, ecnu nOCTynUBIIMKM TOKYMEHT HNOJANKUCAH YCUJICHHOU 3IEKTPOHHOMN
MHOJITMCHIO.

5.53. Ilpu BkmroueHuu B COJ ucxopsaumx qokymeHToB B OPK BHOCSTCS cienyroniye cBeIeHUs O
JIOKYMEHTE!

a) azmpecar;

0) JOKHOCTD, (haMIIINSL U HHUITUAITEI JTUIA, TTOIITHUCABIIETO JOKYMEHT;
B) HAHMEHOBAHUE BUJIA JOKYMEHTA;

T) JaTa JOKyMEHTa;

1) pETUCTPAIIMOHHBIN HOMEP TOKYMCHTA;

€) 3aroJIOBOK K TEKCTY (KpPaTKoe CoJepKaHue TOKYMEHTA);

’K) CBEJICHHUS O CBSA3aHHBIX JOKYMEHTaX (HAMMEHOBAaHUE BHUJIA IOKYMEHTA, aTa, PETUCTPAITMOHHBIN
HOMeEp, THUII CBSI3N);

3) KOJUYECTBO JTUCTOB OCHOBHOTO JJOKYMCHTA;

1) MHJIEKC JieJia 110 HOMEHKJIAType A,

K) OTMETKA O MPUJIOKEHHUH (KOJHYECTBO MPUIOKEHUM, 00IIee KOJINIECTRO JIUCTOB MPUIIOKCHHUN );
J1) rpud orpaHUYEHUsI IOCTYIA K JJOKYMEHTY;

M) MOJIpa3/ieNICHIE - OTBETCTBEHHBIN HCIIOJIHUTEINh IOKYMEHTA,;

H) CBEJICHUS 00 3JICKTPOHHOH IMOAIHKCH.

5.54. Tlpu Bximouennu B COJ1 BHyTpeHHHX NTOKyMeHTOB B OPK BHOcATCS cienyromue cBeleHUs O
TIOKyMeHTe <23>:

<23> CocraB cBefieHM, BHOCUMBIX B COJl mpu perucrpanyy BHYTPEHHUX JOKYMEHTOB, 3aBHCUT
OT BHJa PETHCTPUPYEMOTO IOKYMEHTA.



a) HAMMEHOBAHME TTOIPA3/IeIICHNUS, TOATOTOBUBIIETO IIPOEKT JOKYMEHTA;
0) HaMMEHOBaHUE BHUIA IOKYMEHTA;

B) JaTa JOKYMEHTA;

T') PETUCTPAIIIOHHBIN HOMEP TOKYMEHTA;

1) JOJKHOCTD, (JaMUIMS M MHUIKANbI JIMIA, TOAMUCABIIETO JOKYMEHT;

€) CBEJICHHS O CBSI3aHHBIX JOKYMEHTax (HaMEHOBaHHE BUA JOKYMEHTA, JaTa, PeruCTPAlMOHHBIN
HOMEp, THUII CBSI3N);

) 3ar0JIOBOK K TEKCTY (KpaTKOe cojJepKaHue JOKYMEHTA);

3) OTMETKA O MPUJIOKEHUH (KOJIMYSCTBO MPUIIOKEHNH, 00IIIee KOTMISCTBO JTUCTOB MPUIIOKEHUT );
W) WHJCKC Jieia IO HOMEHKIIAType JIeI;

K) yKa3aHUs 110 UCIIOHEHUIO JOKYMEHTa (MCIIOHUTEINh, TIOPYICHUE, 1aTa UCIIOTHEHMS);

J1) OTMETKA O KOHTPOJIE;

M) TpH(] OrpaHUYEHUS TOCTyNA K IOKYMEHTY;

H) TmoxpasleneHne (JOHKHOCTHOE JIMI0) - UCIOJHUTENh (OTBETCTBEHHBIH HCIOIHUTEND)
JOKyMEHTA.

JIONOJHUTENBHO K YKa3aHHBIM CBEACHUSIM O BXOISIIMX, UCXOAAIIMX U BHYTPEHHHUX JOKYMEHTax B
OPK C3/]1 MOryT BHOCUTBCSI HHBIE CBEJICHMS.

5.55. Yuer xonuuecTBa JOKyMEHTOB, TOCTYIUBIIUX, CO3IaHHbBIX, OTIPABICHHBIX 3a ONPEACIICHHbII
nepuo BPEMCHH, MOXKET IMPOBOAUTLCA IIO0 OpraHu3alvu B LEJIOM, 10 OTACIBHBIM CTPYKTYPHBIM
MOAPA3EICHUsAIM, II0 TpyIIaM JOKYMEHTOB, KOPPECIOHJEHTaM, JCHCTBUSAM, IPOU3BEICHHBIM C
JOKYMEHTaMH, ¥ APyTHUM NapameTpaM, HeoOXOAUMBIM Ul aHajdu3a padoThl C JOKYMEHTaMH B LIEJISIX ee
COBEpIICHCTBOBAHMUS.

5.56. Ilpu ydere oObeMa JOKYMEHTOOOOPOTa TMOACYUTHIBACTCS KOJUYECTBO JIOKYMEHTOB
BBIJICJICHHOM T'PYIIbl. YUET KOJUYECTBA JOKYMEHTOB MPOBOAUTCA MO JaHHbIM COJI, perucTpalnoHHO-
YYETHBIX )XYPHAJIOB U KapTOTEK.

5.57. 3a emuHMIly ydeTa KOJMYECTBA JIOKYMEHTOB MPHHHUMAETCS E€IMHCTBEHHBIM 3K3eMILIAp
JOKyMeHTa (ITOJUIMHHMUK WM KOIHS, €CJIM KOIHS - €IUHCTBEHHBIN SK3EMIUISIp JOKYMEHTa B OpraHU3aliH,
HanpuMep, KOMHUsl MCXOAAIIEro MuchMa) 0e3 ydera KONHi, cOo31aBaeMbIX NP MeYaTH U KOMHUPOBAHUH
(Tupaxxuposanum). Kormuu JOKyMEHTOB IPU HEOOXOANMOCTH aHAIIN3a YYUTBHIBAIOTCS OTJENBHO.

5.58. PesynbraThl yueta oObeMa JOKYMEHTOOOOpPOTa B OpPraHU3aIllMM EXKETr0JHO 0000marTes
Crmyx00¥t  enonmpou3BOJACTBA W MPEACTABIAIOTCS PYKOBOJACTBY B BHJIE OT4eTa 00 o00beme
JIOKYMEHT0000pOTAa 3a IO/,

VI. KoHTpoJIb HcTIOTHEHNS JOKYMEHTOB (TIOpYyYeHMii)

6.1. KOHTpOJ'H: HCIIOJIHCHUS OJOKYMCHTOB (HOpy‘leHHfI) BCACTCA B LECIAX HX CBOCBPCMCHHOI'O U
Ka4C€CTBCHHOI'O UCITOJIHCHUA.

6.2. KonTponpb ncnogHeHns JOKYMEHTOB (TIOPY4YEeHUI) BeIeTCs:

PYKOBOAMTEIEM WJIM HHBIM JIOJDKHOCTHBIM JIMIIOM OpraHM3allMd - HCIIOJHEHHUS JOKYMEHTOB
(mopyd4enwuii) o CyIIecTBY;



Cnyx00l JeNOnpON3BOJICTBA OpraHW3allid W OTBETCTBCHHBIMH 32 JICIIONPOU3BOJICTBO B
CTPYKTYPHBIX TMOAPA3IEICHUSIX - CPOKOB HCITOIHEHUS TOKYMEHTOB (TTOPYUYESHHI).

B Cnyx0e menonpou3BOACTBa IICHTPAIIM30BAHHOMY KOHTPOJIIO TIOJUICKAT 3apETUCTPUPOBAHHBIC
JIOKYMEHTBI ¢ OTMeTKOW o koHTpose ("KoHTpoms"), mpocTaBiseMoil B COOTBETCTBHH C ITyHKTOM 2.54
[IpuMepHOW WHCTPYKIIMH, & B CTPYKTYPHBIX MOJPA3JCICHUSIX OPTaHU3alMHU - BCE 3apETHCTPUPOBAHHBIC
JIOKYMEHTBI, TPEOYIOITIE UCTIOTHEHHS.

6.3. PacrnopsimurenbHble JOKYMEHTHI, MPOTOKOJBI 3aceJaHuil (COBEIIaHUi), CcoaepKalue
MOpPYYEHHUs] ¢ KOHKPETHBIMH CPOKAMH HCIIONIHEHUS, CTAaBSITCA HAa KOHTPOIb IO KAKIOMY MOPYUCHHIO
OTJEIBHO.

6.4. KOoHTpOJIb CPOKOB UCIIOJIHCHUS JIOKYMEHTOB (IIOPYYSHUI) BKIIIOYALT B CeO:

MTOCTaHOBKY TOKyMEHTOB (IIOPY4YEHHIT) Ha KOHTPOJIb;

MIPOBEPKY CBOESBPEMEHHOCTH JOBECHHS JOKYMEHTOB (TIOPYUYCHHUI) 1O MCIIOJIHUTEIICH;

MIpeIBapUTENHHYIO MTPOBEPKY U PETYIMPOBAHKE XOa UCIIOTHEHHS JOKYMEHTOB (TIOPYUYCHHN );

CHSTHE C KOHTPOJIS IOKYMEHTOB (ITOPYYCHHIA);

y4eT, 0000IIeHre 1 aHAJIH3 PE3YIFTATOB X012 UCIIOHEHHSI TOKYMEHTOB (TTOPYYESHH );

WHPOPMHUPOBAHUE PYKOBOAMTENIEH O XOJAE WCIONHEHHS NOKYMEHTOB (MOPYYEHHUI) U COCTOSHHH
UCIIOTHUTEIBCKOW JUCIAIUIHHEI.

6.5. CpoKu UCTIOJIHEHUS TOKYMEHTOB (ITOPYUYEHH) HCUUCISIOTCS B KaJIEHAAPHBIX THAX.

Ecnmu mocnennuil neHb cpoka HCHONHEHHsI JOKYMEHTa (MOpYYeHUs) MPUXOAUTCS HA HepaOouwid
JIEHb, TO TOKYMEHT MOJIC)KUT UCTIOTHEHUIO B OIIVMKAWIITNN CeIyroInid 32 HUM pabodnii I1eHb.

Hara ucnonHenus: fokymeHTta (nopydenust) ¢puxcupyercst B OPK C3J1 nim WHOH perucTpaiioHHO-
y4eTHOH (hopMme, NCTIONB3YyEeMOil ISl OTCIIEKUBAHUSI CPOKOB UCTIONHEHHS JOKYMEHTA (TIOpyYEHHUS).

CpoKd UCTHOJIHEHUS JOKYMEHTOB (TIOPYYEHHH) YCTAHABIMBAIOTCS PYKOBOAHMTENIEM, HCXOMS W3
CpOKa, YCTAHOBJIEHHOTO OpTaHWU3aIMEH, HANpPaBHBIICH JOKYMEHT, WJIH CPOKOB, YCTaHOBJICHHBIX
3aKoHOaTenbCTBOM Poccuiickoit denepannu.

6.6. JlokyMeHTHI (TOpYUCHHMS) TOAJICKAT UCTIOTHEHUIO B CICAYIONTUE CPOKH:
C KOHKPETHOMW JaTOM MCITOIHEHUS - B YKa3aHHBIN CPOK;

0e3 yka3aHUs KOHKPETHOW JaThl MCIIOJIHEHUS, IMEIOIINE B TEKCTE MIOMETKY "BeChMa CpPOYHO" - B
TEUEHUE OJTHOTO JHS, ""CpouHO" - B 3-THEBHBIN CpoK; "onepatuBHO" - B 10-THEBHBII CPOK; OCTATLHBIC - B
cpok He 6osee 30 nHEH;

T10 MapJIaMeHTCKUM 3arpocaM - He TI03/IHee ueM depe3 15 nHeil co THS NoaydeHus;

mo 3ampocam wieHoB CoBera Denepanmu, nenyratoB ['ocymapcTBeHHON JyMbl (IemyTaTCKOMY
3arpocy) He no3aHee yeM depe3 30 qHel co THS MOoTy4YeHUsI.

MO0 MEXBEJOMCTBEHHBIM 3allpOcaM O MPEJCTABICHUU JIOKYMEHTOB M (Win) MH(OpMAIUU B TEISIX
NPEIOCTABICHNSI TOCYJapCTBEHHBIX M MYHHLUMIAJIBHBIX YCIYr - 5 pabouux OHEW co IHS MOJTY4eHUs
3ampoca, ecliv 3aKOHOaTesIbeTBOM Pocculickoit denepanuu HE yCTaHOBIIEH HHOM CPOK;

10 oOparieHusM rpaxkaad - 30 THel co THA PETUCTPaIiy.

6.7. IlpuoCcTaHOBUTH MCIIOJHEHNUE KOHTPOJIBHOTO JOKYMEHTa (MOpYUYeHHs), & TaKKe OTMEHHUThH €ro
MOJKET PYKOBOJUTENb, MOANMCABIINN JOKYMEHT WIH JaBIINK TOpydeHne (yKa3aHue).



6.8. B mensix cBOeBpeMEHHOTO WCIONHEHHSI JOKYMEHTOB, OPY4YeHHUH (yKa3aHuil), TOCTaBICHHBIX
Ha KOHTPOJIb, paboTHUK CiryKOBI AETONPON3BOACTBA, OTBETCTBEHHBIN 32 BEJCHUE KOHTPOJIS HCIOIHCHUS
JOKYMEHTOB, TIPOBEPSIET CBOEBPEMEHHOCTD JOBEACHHS JOKYMEHTA (IOPYYEHHsI) 10 UCIIOTHUATES.

6.9. Ecnmu cpok wucnoiHeHUs OKyMeHTa (TMOpy4YeHHMs) NPEBBIIAET OAMH MecAl, B IIEJIX
o0ecrieyeHns] CBOEBPEMEHHOTO HCIIONHEHUsS] TOKYMEHTa (TIOpY4YeHUs) TMPOBOIMTCS HpEeIBAPUTEIBHBIN
KOHTPOJIb M HAINOMHHAHHWS UCIONHUTEISIM O TNPHONMKEHUH CPOKOB HCIONHEHUSI JTOKYMEHTOB
(mopyueHwii).

6.10. [IpenBapuTEIHHBIN KOHTPOJIb OCYIIECTBISIETCS B CICAYIONIEM TOPSIIIKE:

JIOKYMEHTOB (TIOPYYCHHMIA) TOCIICIYIOIINX JIET - HE PEKE OJTHOTO pas3a B roJ;

JOKYMEHTOB (TIOPYYEHHIA) TIOCIIETYIOIINX MECAIEB TEKYIIIETo rojia - He peXe OJHOTO pasza B MECHII,
JIOKYMEHTOB (TIOPYYCHHMIA) TEKYIIIETO MECAIIA - 32 5 THEH /10 UCTECUYCHUS CPOKA MCITOJIHEHUS.

6.11. HanmoMwHaHwe WCHOJHHUTEISIM O TPUONMKEHHA CPOKOB WCIIONIHEHUS TOKyMEHTOB
(mopyueHwHii) MOKET OCYIIECTBISTHCS B ABTOMAaTHIECKOM pexume nocpeactsom CI/I.

HanomunaHus UCIIOMHUTEINSIM, a Takke HH(popManus 00 UCTIONHEHUH AOKYMEHTOB (TOpydYeHHId),
monydeHHass OT ucnoiHutened, ¢uxcupyrorcs B OPK COJl winm WHBIX PernCTpaliOHHO-YYETHBIX
(opMax, UCTIONB3YEeMBIX JJIsl KOHTPOJISI UCTIOMHEHHS JJOKYMEHTOB (TIOPYYCHHUH ).

6.12. Ilpu HeoOXOAMMOCTH HW3MEHEHHSI CpPOKa HCIIONHEHUS JIOKYMEHTa (MOpYYCHHS)
OTBETCTBEHHBIH HCIIOJHUTENb O0S3aH MPEACTaBUTh HAa WM PYKOBOIMUTENS, MAaBIIETO IOPYYEHHE,
o0ocHOBaHUE (CIyX)eOHYIO 3alHMCKy) O MPOJUICHHH CPOKa C yKa3aHWEM IMPHYMH TPOJUICHUS] U JaThl
WCTIOJTHEHHS.

O6ocHOBaHHE TPOJICHHS CPOKA UCTIONHEHHUS TOKyMEHTa (IIOPYYeHUs) TOIDKHO OBITh HApPaBICHO
COOTBETCTBYIOIIEMY PYKOBOJUTEIIO HE MO3JHEE, Ye€M IO UCTCUCHHH JBYX TPEThUX CPOKa HCIOTHEHUS
JIOKyMeHTa (TTOpy4YeHusl).

OO0 wu3MeHEeHWHM CpOKa WCIIONHEHUSI JIOKyMeHTa (MOpYy4YeHWs]) OTBETCTBEHHBIH HCITOIHUTENh
unpopmupyet Ciryx0y JAeIONPOU3BOJACTRA <24>,

<24> AmHamOrM4YHBIM OOpa3oM MOTYT OBITh BHECEHbl H3MEHEHHs B COCTaB HCIIOJHUTENEH
JIOKyMeHTa (Topy4eHusi) ¢ o0s3arenbHbIM HHpopMupoanuem CiykObl JeTOMPON3BO/ICTBA.

6.13. JlokyMeHT (MOpPY4YEHHE) CUHUTACTCS UCIOJHEHHBIM, €CIM TIPHHITHl pEIIeHUS 10
MOCTABJICHHBIM BOINPOCaM, IOATOTOBJCHBI COOTBETCTBYIOIIME JIOKYMEHTBI, HalpaBjicHa CIpaBKa 00
UCTIOJIHEHUHM B COOTBETCTBYIOIIME OpraHbl BIACTH (OpraHU3alMd) WIM JaH OTBET MO CYIIECTBY
3aMHTEPECOBAHHBIM JIHIIAM.

Pemenne o0 wucmonHeHNMH JOKyMeHTa (NOpY4YeHMs) NMPUHUMAET PYKOBOJIUTENb, MOCTABHUBILUMN
JOKYMEHT (IIOpY4eHHE) Ha KOHTPOJIb, ¢ 00s13aTeNbHBIM HHPOpMUpoBaHueM CiyxObl A€I0NPOU3BOACTBA
OpraHu3aIyy.

Ha wucronHeHHOM MOKyMEHTE MPOCTaBISIETCS OTMETKAa O HANpaBIEHWH JOKYMEHTa B JI€JI0 B
COOTBETCTBMM C IyHKTOM 2.55 IIpuMepHOl WHCTPYKLUMH, CBeleHHs 00 HCIIOJHEHWH OKYMEHTa
(nopyuenwus) BHocsiTest B OPK COJ] wimu MHYIO pPEerHCTpalioHHO-Y4YETHYIO (OpMYy, UCIIONB3YEMYIO IS
KOHTPOJIS NCTIOTHEHHUS.

6.14. JlokymeHTHI (IOpYYEHUs), HE CHATBIE C KOHTPOJIS, a TaKKe JTOKYMEHTHI (IOPYUEHHs), CPOK
WCIIOJTHEHHS KOTOPBIX HE IPOJIEH, CYUTAIOTCS HEMCIIOTHEHHBIM.

6.15. Cayx0a menomnpou3BOACTBA OpPraHHM3AlMK AaHAIM3UPYET COCTOSHHWE W Pe3yJbTaThl



WCTIOJTHEHHS JJOKYMEHTOB (TIOPYYEHHI) ¥ COCTOSTHUE HCIIOIHUTENbCKON TUCITUTUIAHBL:

B MOPAJIKE MPEIBAPUTEIHLHOTO KOHTPOIIS HANPABISET B CTPYKTYPHBIE MOAPA3/IEICHUST OpTaHH3aIAN
HANIOMUHAHUS O JOKYMEHTAX, CPOKH HCITOJTHEHHSI KOTOPBIX UCTEKAIOT (3a 3 - 5 HEl 10 OKOHYaHUs CpOKa
WCTIOTHEHHS JOKYMEHTA);

pa3 B MCCAIl U IO OKOHYAaHUHU ToAda PYKOBOAUTEIIIO OpraHU3allui U PYKOBOAUTEIAM CTPYKTYPHBIX
HOI[paSILGJ'ICHI/Iﬁ HaIpaBJAg€T OTYCThI O KOJIUYCCTBE JOKYMCHTOB, UCIIOJIHCHHBIX B CPOK, UCIIOJITHCHHBIX C
IIPOMJICHUEM CPOKa MCIIOJHECHUSA, HE HCIIOJHCHHBIX, HaXOOAMIUXCA Ha HCIIOJIHCHHU IO OpraHu3allii B
CJIOM, IO CTPYKTYPHBIM NIOAPAa3ACICHUAM U, IPU HCO6XOI[I/IMOCTI/I, - 110 OTACIbHBIM MCIIOJTHUTCIISAM.

VII. Opranuszanus padoTsl HCIIOTHUTES ¢ JOKYMeHTaAMHA

7.1. HWcnomHutennb nojry4aet AJOKYMCHTHI Ha MCIOJHCHUC B JC€Hb HUX PACCMOTPCHUA WJIM Ha
CHeI[y}OHII/Iﬁ pa6oqm”1 ACHBb B COOTBCTCTBUU C PE30JIIOIUAMU PYKOBOJACTBA OpraHU3allu U PYKOBOJAUTECIIA
ImoAapasaciICHU. CpO‘IHBIC AOKYMCHTBI IEPEAAIOTCS UCITOJIHUTCIIIO HE3AMENJIUTECIIBHO.

7.2. JIOKyMEHTBI, TIOCTYMAONINE B CTPYKTYPHOE IOJPA3JICIICHHE C PE30IIONUIMH PYKOBOJICTBA,
MEPeIAlOTCsl PYKOBOAMTEIIO TMojapaszeicHus. EcCiM JTOKYMEHT, IMOCTYNHUBIIMNA Ha WCIHOJHCHHE B
noJipa3/ielicHHe, He UMeeT OTHOIICHUS K KOMIIETEHIIMU TIOApa3eICHuUs, PyKOBOIUTENb MOIPA3ICICHUS B
TOT K€ JICHb WM Ha CIEAyIoIui pabouunii neHp Bo3BpamaeT ero B CiyxOy AeNONmpon3BOACTBA IS
pelieHns BOmpoca O TIepEHANpaBICHWU €ro Ha HCIOJIHEHHWE B JApYyroe mnojpasfeicHue (Ipyromy
HCITOJTHUTEITIO ).

7.3. UcnonHeHre JOKYMEHTa MPeayCMaTpPUBAET:

cOop U aHAIKM3 HEOOXOAMMON HH(pOPMALIHY;

MOJATOTOBKY IIPOEKTA JOKYMEHTa U ero 0(hOpMIICHHE;
COTJIacOBaHME MPOEKTa JOKyMEHTa C 3aMHTEPECOBAHHBIMU JINLIAMU;

IOpabOTKy MPOEKTa AOKYMEHTa II0 3aMEYaHMsM, IOJyYCHHbIM B XOJE€ COIVIACOBAaHHS W, IpHU
HEO0XOIUMOCTH, - [IOBTOPHOE COIIACOBAHUE);

MOATOTOBKY CITMCKa (yKaszareis) pacChUIKH JOKYMEHTa, €CId JIOKyMEHT aJlpecoBaH TpYIIe
OpraHu3alINiA;

TIpe/ICTaBIeHNE TIPOeKTa JOKYMEHTa Ha TOANHCH (YTBEP)KICHHE) PYKOBOJICTBY;

MOJrOTOBKY JOKYMEHTA K OTIIPAaBKE U Mepeady KOIHUU JOKYMEHTa B JIeJI0 <25>.

<25> Bemonusercst Ciry:x00i AeTOMPOU3BOICTRA.

7.4. HpI/I HalpaBJICHUU JOKYMCHTa HECKOJIBKUM HCIOJHUTCIAM OTBETCTBCHHBIM 3ad IMOATOTOBKY
MMPOCKTa NOKYMCHTA ABJISICTCA HWCIIOJIHUTCIID, YKa3aHHBIfI B PE30JIFOIUHU TICPBBIM WU 0003HAYEHHBINA B
PE30II0UHN KaK OTBETCTBCHHBIN HCIIOJIHUTECIb.

7.5. OTBETCTBEHHBIM HMCIIOJHUTEL MMEEST IMpaBoO JaBaTb NMOPYUCHHA OCTAJIBHBIM HCIIOJIHUTEIIAM,
IMpOBOJAUTH pa6oqne COBCIIaHUA 1A BLIpa6OTKI/I COBMCCTHOTI'O PCIHICHHA. Bce ncnonnurenu B paBHOﬁ
CTCIICHU OTBCTCTBCHHLI 34 CBOCBPEMCHHOC U KAaUYCCTBCHHOC HCIIOJTHCHUC IOPYYCHUA U MPEACTABICHUC
OTBETCTBEHHOMY HCIHOJHUTCIIIO B YCTAaHOBJICHHBIE UM CPOKHU HGO6XOJII/IMBIX MaTcpuajioB (HpOCKTOB
JAOKYMCHTOB, CHpaBOK). HcnonHurenun HE HMMEIOT npaBa IMpPCACTABIATL IIPOCKTBI NOKYMCHTOB
PYKOBOAUTECIIIO, JaBHIEMY TOPYUYCHUC, MUHYS OTBETCTBCHHOI'O MUCIIOJTHUTCIIA.

7.6. B ciiyuyae OTCYTCTBHSI HWCHOJHHUTENs (KOMaHAMPOBKA, OTIYCK, OOJE3HB) JOKYMEHT IO
YKa3aHUIO PYKOBOIUTENS TOAPA3ACiCHUS] NepelaeTcs IpyroMy HCIOIHUTENI0 € 003aTeIbHBIM



CO00IIeHHeM ero (GaMuIdu AeIONPOU3BOAUTEI0 IOapa3AeicHus I BHECeHUs u3aMeHeHuit B DPK
nokymenTa B COJI Wik HHYIO pErHCTPAallMOHHO-YYETHYIO (hopMy.

7.7. 1lpu yBONBPHEHHMM WM TEPEXOJe Ha IPYroll y4acTok pabOThl COTPYAHMK OOs3aH CHaTh
JOKYMEHThl U JAela PYKOBOIAHUTENIO IOAPA3AEICHUs WIM IO €ro YKa3aHUI0 BHOBb Ha3HAYCHHOMY
COTPYZAHUKY (B ciiydae HEOOXOJUMOCTH, - II0 aKTy IpUeMa-Tliepeiadn, B KOTOPOM YKa3bIBatOTCS BUBI A€
(3aroJIoBKH JIe) ¥ UX KOJMYECTBO M KOTOPBIH MOAMUCHIBAETCS paOOTHUKOM, MEpeAaBIINM JOKYMEHTHI, H
pabOTHUKOM, IPUHSBIIMM JTOKYMEHTHI).

7.8. PCSYJ'H)TaTOM HUCIIOJIHEHUA MOOKYMEHTA ABJIACTCA IPOCKT JOKYMCHTA, IIOJITOTOBIICHHBIN
HCIIOJTHUTCIICM.

[IpoekT noOKyMEHTa CO BCEMU HEOOXOTUMBIMHU MPHIIOKECHUSMY, HATICUATAHHBINA U 0()OPMIICHHBINH B
COOTBETCTBHH C TpaBWJIAMH, YCTAHOBJIECHHBIMH B pasneine 3 [lpumepHON HHCTPYKIHH, HCIIOIHUTENH
COTJIACOBBIBACT C 3aMHTECPECOBAHHBIMU IMOAPA3CICHUSIMY U JINLIAMU U, TIPU HEOOXOIUMOCTH, C JPYTUMHU
OpTraHHU3aIHSIMH.

JIOKyMeHTBI, TIpeHa3HAa4YeHHbIE JUIA OTIPAaBKH, OQGOPMISIIOTCA Ha ONaHKe OpraHH3alun
YCTaHOBJICHHON (opmbl. [l OTHpaBKM JOKYMEHTOB, HE WMECIONIMX aJPECHON YacTH, COCTAaBJISICTCS
CONPOBOAUTENILHOE MUCHMO.

Ha pnokxymeHnT, paccbuiaemblii Oojiee 4eM B UeTBIpE aApeca, HCIOJHUTEIb TOTOBUT CIIMCOK
PACCBUIKH, OIpEeNseT KOIMYECTBO 3K3EMIUIIPOB JOKYMEHTa M IIOCIE PEerucTpaluu obOecredynBaeT
M3rOTOBJIEHUE HEOOXOIMMOr0 KOJIMYECTBA KOIHUH.

7.9. Hcnomautens (OTBETCTBEHHBIH HWCIIONHUTENH) OpPraHU3yeT COTJIacOBaHWE (BH3HPOBAHHE)
IMPOCKTa OOKYMCHTA CO BCCMHU 3aMHTCPCCOBAHHBIMHU JIMIIAMU W IIPOBOJUT nopa60TKy IIPOCKTa II0
3aMeUYaHUsIM B COOTBETCTBUH ¢ TyHKTaMu 4.1 - 4.11 [lpumepHO# HHCTPYKINY.

[Ipu Hamuuuu OOJBIIOTO KOJMYECTBA 3aMEUaHWM 10 TPEJCTABICHUS JOPa0OTaHHOTO IMPOCKTa
JMIOKYMEHTa Ha MOAMNKCH PYKOBOIUTEIIO HCIOJHUTEIh TOTOBUT CBOJKY 3aMeudaHuil (MPEeISIOKECHUI), B
KOTOPOW YKa3bIBAETCS: CONEpIKaHUE 3aMeUaHHs (TPEATIOKEHHs ), TOIHKHOCTD, (aMIIINS JTNUIA, JABIIETO
3aMe4aHue, IPUHATO WM OTKJIIOHCHO 3aMedaHue (eCiIM 3aMeYaHHe OTKJIIOHCHO, - IPUYMHY OTKJIOHEHUS).

7.10. Tlocne nOpaOOTKM M TIOBTOPHOTO BH3MPOBaHUs (COTJIACOBAHMS) TPOEKT JIOKYMEHTa
nepenaeTcss Ha noanucanue (yreepxkaeHue). o mpencraBieHus Ha HNOANKCH WCHONHUTENb MPOBEPSET
MPaBWJILHOCTh O(POPMIICHUS JIOKYMEHTA, MPaBUIBHOCTh OOPMIICHHUS ajpecara, HaTuuue HEOOXOIUMBIX
BU3, HpHHO)KeHI/Iﬁ, Ipu HCOGXO}II/IMOCTI/I - CIHpaBOK, IIOACHUTCIbLHBIX 3allMCOK, Pa3bACHAIOIIUX
coJiepKaHue MOJrOTOBJICHHBIX JOKYMEHTOB, JIMCTa (yKa3aTeysl) pacChUIKH.

7.11. IlonmucaHHBI MOKYMEHT HCIIOJHHUTENh B COOTBETCTBHUH C TOPSAKOM, YCTaHOBJIEHHBIM
WHINBUIYaTbHON MHCTPYKIMEH IO JIETONPOU3BOICTBY, NIepeiaeT sl PETHCTPAlMd U OTIIPABKH H/HITH
BKJIFOYEHHS B JIETIO.

B cooTBeTcTBHU C HOMeHKHaTypOﬁ ACJI UCTTIOJIHUTECIIb OMIPEACTIACT MHACKC JI€/Ia, B KOTOPOC JTOJIKCH
OBITH BKJIFOYCH JAOKYMCHT.

7.12. B XO0JAC HUCIOJJHCHUA NOKYMCHTA HCIIOJIHHUTCIIb UMCECT IIPAaBO IpeajiaraTb U3MCHCHHUC CpOKa
HCIIOJIHCHHUA, €CJIU OTCYTCTBYIOT PCAJIbHBIC YCJIIOBUA HCIIOJITHCHHA JOKYMCHTA (nopyquI/I;[), JCIaThb
IMOMCETKHN Ha JOKYMCHTC O BPpEMCHU €TO IMOCTYIUVICHUS, O JaTaX NPOMEIKYTOYHOI'O KOHTPOJIA, TCJ'ICq)OHHLIX
1 MUCBbMCHHBIX 3aIIpocCax, 0 4aTC U PE3yJIbTATC OKOHYATCIIbHOI'O UCIIOJITHCHUSA.

7.13. MicnonHuUTENh HE UMEET IIpaBa pasJialiaTh CoJiepyKaHue MOCTYMUBIINX K HEMY JTOKYMEHTOB U
MOJTrOTOBJIEHHBIX MPOEKTOB CIYKEOHBIX JOKYMEHTOB, C HOHMH MOTYT OBITh O3HAKOMJICHBI TOJIBKO JIMIIA,
HMMEIOIIHAE OTHOILIEHUE K UX UCIIOIHEHUIO.

VIII. ®opMupoBaHue JOKYMEHTAJIBHOI0 ()OH/IA OPraHHU3AIUH

8.1. OnepatuBHOE XpaHEHNE TOKYMEHTOB OpTraHU3AINN JI0 TIEpe/Iadil UX Ha XpaHCHUE B apXHUB WIIH



YHHUYTOKEHHE OCYIIECTBISIETCS B CTPYKTYPHBIX TIOAPa3ACICHUSIX OPTaHU3allNH.

82. B HneiaX XpaHCHHs, IMOHUCKa W HCIIOJIb30BaHUA JOKYMCHTBI Ha 6YMa)KHOM HOCHUTCIIC H
OJICKTPOHHBIC TOKYMCHTBI q)OpMI/Ip}/IOTCSI B Ac€jia B COOTBETCTBHHU C HOMeHKJ’IaTypOI\/'I JCII.

Homenxmarypa men 3akperisier KiIacCH(HUKAIUIO (TPYNIHPOBKY) HCIOIHEHHBIX JOKYMEHTOB B
Jiena (AJICKTPOHHBIC Jiena), CUCTEMATH3alUI0 M HMHJICKCAIUIO JeNI, CPOKH WX XPAHCHHS W SBISICTCS
OCHOBHBIM YYETHBIM JOKYMEHTOM.

Homenxmarypa nmen sBisieTCsl OCHOBOM ISl COCTABIEHHS OMHCEW AEN MOCTOSHHOTO, BPEMEHHBIX
(cBpimie 10 J1eT) CPOKOB XpaHEHUS W 1O JIMYHOMY COCTaBy, aKTOB O BBIJCIICHUM K YHHYTOXKCHHIO
JIOKYMEHTOB C MCTEKIIUMH CpPOKaMH XpaHCHMs, a TakkKe JUIsl ydeTa Jed BpeMeHHbIX (mo 10 et
BKITFOUUTENFHO) CPOKOB XPaHEHUSI.

8.3. Homenkiatypa en opraHu3aIiiil COCTABIIICTCS HA OCHOBE M3YYEHHUS COCTaBa M COJEPKAHUS
JIOKYMEHTOB, OOpa3yIOIIMXCS B JEATCILHOCTA OpPraHMU3allMY, BKIIOYAs JIOKYMEHTBI, TOCTYIMAIONIUE U3
JIPYTUX OpraHu3alyii.

8.4. Ilpu cocTtaBneHMH HOMEHKJIATYphl JeJI CIEeAyeT PYKOBOJCTBOBATHCA YCTAaBOM OpraHU3alluy,
MOJIOKEHUSIMU O CTPYKTYpPHBIX IO/pa3fefieHUsIX, IITaTHbIM paclHUCaHUeM, IUIaHaMH U OT4YeTaMHU O
pa0oTe opraHu3ali, HOMEHKJIATYpOH A€N 3a MPOLICAIINN I'OJ, JIOKAIbHBIMH HOPMAaTHUBHBIMH aKTaMu
OpraHu3alyy, COJACPKAIIMMHU CBEICHUS O JOKYMEHTaX, 00pa3yloUMXcsl B JESTEIbHOCTH OpraHU3allvy,
TUTIOBBIMH M TIPUMEPHBIMH HOMEHKJIAaTypamu jAei (IpH WX HAJIWYMHW), BEIOMCTBEHHBIMU M THUIIOBBIMH
NEePEeYHsIMHI JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHEHHSL.

8.5. B HoMmeHknaTypy Jen BKIIOYAKOTCS BCE JOKYMEHTBI, OTPaXAIOIIHE JEATEIbHOCTb
CTPYKTYPHBIX MOJPA3LCIICHUN OpraHu3aldd M IIOCTOSHHO WIH BPEMEHHO JCHCTBYIOIIMX OPIraHOB
(xoMuccuii, COBETOB, KOMUTETOB), B TOM YUCJIE JOKYMEHTHl OTPaHUYEHHOTO JIOCTYIIA, PErHCTPALMOHHBIE
W y4eTHBIE )KypHAJIbI U KapTOTEKH, B HEOOXOAMMBIX CIy4asx - KOMUH JTOKYMEHTOB <26>. JIOKyMEHTHI,
CO3JIaHHBIC B 3JIEKTPOHHOH (opme, BKIIOYAIOTCS B HOMEHKJIATYPY el MO TeM JKe MpaBHiaM, 4YTO H
JOKYMEHTHI Ha OyMa)kKHOM HOCHTEJIE.

<26> Komum AOKYMEHTOB BKJIIOYAIOTCA B HOMEHKJIATYpYy J€J, €CIH KOMHUA - €IMHCTBEHHBIN
9K3EMIULSIP JOKYMEHTa B OpraHM3aldH, a Takke, €CIM KONUM HEeOOXOAMMBI JUIS OpraHu3aluH
JESATEIBHOCTU TI0Pa3IEIICHUSI.

He Bxrouarorcs B HOMCHKJIATYPY ACIT NCPpUOAUYCCKUEC U3JJaHUA, KHUTH, 6p0HIIOpI>I.

8.6. Homenknarypa jgen opranusainuu (cBojaHas) coctapiisiercs Ciyx00# J1eonpon3BoICTBa Ha
OCHOBaHUM HOMEHKJIATYp JeJI CTPYKTYPHBIX MOapa3zleicHuid mo Qopme, ycTaHoBiaeHHOH [IpaBunmamu
XpaHEeHUs, KOMIUICKTOBAHHUS, y4eTa W HCIOJBb30BaHHs JTOKYMEHTOB ApxuBHOro ¢onma Poccuiickoi
®denepallud M JPYyrux apXvMBHBIX JIOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIACTH, OpraHaXx MECTHOIO
caMOympaBJIeHHs, OpraHu3anusax <27> (nanee - [IpaBuna xpaHeHus).

<27> Ilpunoxenne N 25 k [lpaBunam XpaHeHHs, KOMIUIEKTOBAHHWS, y4eTa W HCIIOJIE30BaHHS
nokymentoB ApxuBHoro ¢onna Poccuiickoit @enepanuy U Apyrux apXWBHBIX JOKYMEHTOB B OpraHax
rOCYyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO CaMOYIIPaBJICHUS, OPraHM3alMAX, YTBEPKACHHBIM
npuka3zoM MunHcTEpcTBa KYIbTYphl Poccuiickort @eaeparun ot 31.03.2015 N 526 (3apeructpupoBaH B
MununctepctBe toctunuu Poccuiickoit @eneparnuu 7 centsiops 2015 r., peructpammonusii N 38830)
(manee - IlpaBuia xpaneHus).

CBomHass HOMEHKIATypa Jel COCTaBSIETCS B IIOCIEIHEM KBapTale TEKyIero roja Ha
MPEACTOALMN KaJeHAAPHBIM ro.

8.7. HOMCHKJ'IaTypa JACII OpraHuv3sanuvu IIOAIIMCBIBACTCA PYKOBOAUTCIIEM CJ'Iy>K6LI
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JIEIIONPON3BO/ICTBA, BHU3UPYETCSI PYKOBOAWTEIEM apxuBa (JIMIOM, OTBETCTBEHHBIM 32 apXHB),
COTJIACOBBIBACTCS C IICHTPAIBLHON AKCIEPTHON KOMHCCHEH (IKCIEPTHOW KOMHUCCHEH) OpraHW3alud W,
€CIIM OpraHu3anus SBIAETCS NCTOYHMKOM KOMIUIEKTOBAHHUSI TOCYAAapPCTBEHHOTO WM MYHHIUIIAJIHHOTO
apXuBa, OJJUH pa3 B 5 JIET NPECTABISAETCS Ha COTJIaCOBAaHUE COOTBETCTBYIOIIEH SKCIIEPTHO-IIPOBEPOYHON
KOMHUCCHH YIIOJTHOMOYEHHOTO OpraHa WCIIONHUTENBHON BiacTu cyOwpekta Poccuiickoit @enmepannu B
obmactu apxuBHoro gena (mamee - OIIK apxwBHOTO ydYpexAeHWs) WM TOCYAaPCTBEHHOTO
(MyHHLIMTIATBHOTO) apXWBa B COOTBETCTBUU C MPEJOCTABICHHBIMA €My MOJHOMOYMSMHU B IOPSIKE,
ycranoBieHHOM llpaBuamu xpanenus <28>.

<28> Ilynkr 4.8. [IpaBun xpaneHus.

Homenknatypa nen, coriacoBanHas OIIK apXuBHOro ydpexIaeHUs WIH TOCYAapCTBEHHBIM
(MyHUIIUTIIAILHBIM) aDXUBOM B COOTBETCTBHH C MPEIOCTABICHHBIMU €MY MOJIHOMOYHSMU, YTBEPKIAACTCS
PYKOBOAMTEIEM OPTaHHU3AIMA U BBOJIUTCS B JIEHCTBHE C 1-TO STHBapS MPEICTOAIIETO KAICHIAPHOTO TOa.

OpraHuzanuy, B JCATENBHOCTH KOTOPBIX HE CO3JAIOTCS JOKYMEHTH ApXuBHOro (QoHzaa
Poccuiickoit @enepanuu, yrBepKAar0T HOMEHKIIATYPY A€l CAMOCTOSTEIIBHO.

B cnyuae u3meHeHus (GYHKUMM W CTPYKTYpbl OpraHM3allid HOMEHKIATypa Iell COCTaBJISIETCS,
COIJIACOBBIBAETCS U YTBEPKIAETCS 3aHOBO.

8.8. CornacoBanHas ¢ coorBercTByromel OIIK apxuBHOTO yupexaeHHs WIM TocyJapCTBEHHBIM
(MyHUIIMIIATIBHBIM) APXWBOM B COOTBETCTBHU C MPEIOCTaBICHHBIMH €My HMOJHOMOYHSMH HOMEHKJIATypa
ACJI B KOHLC KaXIOro roaa YTOYHACTCA, IMCPENCUYAaTbIBACTCA, YTBEPKAACTCA PYKOBOAUTCIIEM
OpraHM3aIMU U BBOAWUTCS B IeHCTBHE C | STHBaps MPEICTOSIIEro KaJeHIapHOTO roja.

8.9. IlepBblii SK3EMIUISIP YTBEPKACHHOM HOMEHKJIATYPHI A€ SIBISECTCA TOKYMEHTOM MOCTOSHHOTO
XpaHEHHUS M BKIIOYAETCS B HOMEHKJIATypy Jnenl B paszgen CiykObl IeI0NpOU3BOACTBA, BTOPOH -
ucnonbyercss Ciyx00i 1e0NPOU3BOACTBA B KaueCcTBE pabovero sK3eMIUIpa, TPETHH - mepenaercs B
apxXUB OpPraHM3allMM B KadeCTBE YYETHOIO [JOKYMEHTa, 3JCKTPOHHAs KOMUS HOMEHKJIATyphl el
OpPraHu3allii, YTBEP)KJICHHOW PYKOBOIUTEIEM OpraHu3alliM, T[epelaeTcs B TOCYJapCTBEHHBIN
(MyHUIIUTIIATBHBIN) apXHUB, UICTOYHUKOM KOMIUIEKTOBAHHS KOTOPOTO SIBJIIETCS] OpraHU3aIusl.

B nonpasnenenust opranuzaly HOMEHKJaTypa aei paccbuiaetcsa CiyxO00i 1eonpou3BOJICTBA B
BHJIE KOIMI COOTBETCTBYIOIINX Pa3/ieioB Ha OyMaKHOM HOCHUTEIIE WU B JJIEKTPOHHOH opme.

8.10. HomeHknaTypa nen OpraHU3alill CTPOUTCS MO CTPYKTYpHOW (HA3BaHUSAMHU Pa3zeiioB
(mopasnenoB) HOMEHKIATYPHI €T ABJSIOTCS HAa3BaHUS CTPYKTYPHBIX MOJApa3fefieH i, pacioioKeHHbIe
B COOTBETCTBUM C YTBEPXKJICHHOH CTPYKTYpOW OpraHuzalnmu), WM (QYHKIHOHAIBLHOH cXeMaMm
(Ha3BaHUAMM Pa3/elOB HOMEHKJIATYPHI A€ SBJSIOTCS HANIPABICHUS ACATEIbHOCTH OPTaHU3aLNN ).

8.11. Homenknatypa Jien CTpyKTYPHOTO MOJPA3JEIICHHs COCTABISACTCS B KAXKIOM MOJPA3ICIICHHN
opraHu3zanuu pa6OTHI/IKOM, OTBETCTBCHHBIM 3a MACJIONPOU3BOACTBO IMMOAPA3ACICHHA, IIPpU Y4YaCTUH
BEAYIIUX CIHEIUAIACTOB MOAPa3feiCHUs, COTJIACOBBIBACTCSA C KCIEPTHON KOMHUCCHEH Moapa3/iesieHusl
(Tipu ee HAJIMYKHK), TOMHCHIBACTCS PYKOBOJUTEIEM CTPYKTYPHOTO MOJPA3JCICHHS U MPEICTABISACTCS B
Ciry>x0y 1emonpon3BO/ICTBA.

Homenknarypa nen CTpyKTYpHOTO MOIpa3feNieHus CocTaBisieTcs Mo (opme, yCTaHOBICHHOM
IIpaBunamu xpanenns <29>.

<29> [Ipunoxenue N 26 x [IpaBunam xpaHeHusl.

BHOBB CO3JaHHOC UJIKM PCOPTraHN30BAHHOC MOAPA3ACIICHUEC JOJIKHO B MCCSYHBIN CpOK pa3pa60TaTL
HOMCHKJIATYpPY ACJT U NPCACTAaBUTH €€ B CJ'Iy>K6y ACJIOIIPOU3BOJACTBA.
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8.12. Bce 3aroioBKHM Jel, BKJIIOYCHHBIE B HOMEHKJIATYPY JEN CTPYKTYPHOTO MOJpa3iciiecHus,
UHJIEeKCUpYyIoTes. MHaeke jnena ykaspiBaercss B rpade | HOMEHKIATYpBI JIEN U COCTOMT W3 WHJEKCa
CTPYKTYPHOTO TOjpa3JelieHus (Koja TOJpa3/eiCHuss B COOTBETCTBHHM C YTBEPKICHHON CTPYKTYpOi
OpraHM3allMd WM KJIACCU(PUKATOPOM CTPYKTYPHBIX TOJPA3/CICHUN) U TOPSIIKOBOTO HOMEpa Jeiia B
paszznene HoMeHKIaTyphl nen. Muaaexcsl gen o6o3nagaroTest apadbcknmu mudpavu. Hampumep: 01-05, rre:

01 - Kol CTPYKTYPHOTO MOJIPA3ICIICHHS
05 - mopsAKOBBIN HOMEP JieNia B pa3Jieie HOMEHKIIATYPBI IS

Jena mo BompocaM, HeEpa3pelmeHHBIM B TEUYCHHE OJHOTO TONa, SBIAIOTCS 'TepeXOmsmuMu’ U
BHOCSITCS B HOMCHKJIATYPY J€J CICAYIONIEro roja ¢ TeM K€ HHJCKCOM. PEKOMEHIyeTCs COXpaHSATh B
HOMEHKJIAType JIeT OJIMHAKOBBIC WHICKCHI JJIs1 OTHOPOIHBIX JIeJ1, BKIFOUCHHBIX B pa3HbIe pa3jieibl.

Ecnmm B TeueHme roma B JEATENBHOCTH OpPraHM3aldK  00pa3ylTcs JTOKYMEHTBI, HeE
MPEeyCMOTPEHHBIC HOMEHKJIATYPOUM JEJ, 3arojOBKM HOBBIX JEJ JOMOJHUTEIIBHO BKIIOYAIOTCS B
HOMEHKIIATypy JHen. B  KkaxjgoMm pasgene HOMEHKIATYpbl Jel s BHOBb 3aBOJWMBIX  JIET
MpeIyCMaTpPUBAIOTCS PE3EPBHBIC HOMEPA.

8.13. 3aronoBok jena (Tpada 2 HOMEHKIATYPHI JeN) JOJDKEH B 0OOOIICHHON (opMe OTpaxaTh
OCHOBHOE COZEp)KaHHE M COCTaB JOKyMEHTOB nena. He momyckaercs ymorpeOsieHue B 3arojioBKE eiia
HEKOHKPETHBIX (opMyTupoBoK ('pa3Hble MaTepuainsl”, "obmias nepenucka’), a Takke BBOJHBIX CIOB H
CJIO’KHBIX CHHTaKCHYECKUX O0OPOTOB. 3arojiOBKH A€l MOTYT YTOUHSITHCSI B TEUEHHE roja B MpoIlecce
(hopMupoBaHUS B OPOPMIICHUS JIE.

3aroloBOK JAenma JODKEH COCTOSTh M3 DJIEMEHTOB, paclojaraeMblX B CIEIyrOIIeH
MMOCJIEI0BATEIHLHOCTH:

a) Ha3BaHWE BHA JAena (IepernucKa, KypHas, Je/I0) WK BUJa JOKYMEHTOB, BKIIFOUCHHBIX B €TI0
(TIpOTOKOIBI, IPUKA3bI);

0) HAaMMCHOBaHUE OpraHU3al[MK, CTPYKTYPHOI'O MOIPA3ACICHHS, TTOCTOSHHO JICHCTBYIONIETO MU
BPEMEHHOTO OpraHa, JOJDKHOCTHOTO JINIA, CO3AABIINX JOKYMEHT(BI);

B) HaMMEHOBaHME KOPPECIIOH IEHTa (OpraHu3aIiy, JIUIA, KOTOPOMY aJpecoBaHbl WIH OT KOTOPOTO
MOJTY4€HBI JOKYMEHTBHI);

I') KpaTKoe coJiepKaHnue JOKYMEHTOB Jea;

1) Ha3BaHWE MECTHOCTH (TEpPUTOPHUH), C KOTOPOH CBSI3aHO COJIEp>KaHUE JOKYMEHTOB JIeNa;
e) aara (Iepuos), K KOTOPbIM OTHOCSITCS TOKYMEHTHI JeNa;

) yKa3aHHe Ha KOMUHHOCTh IOKyMEHTOB JIeJa.

8.14. llopsmok pacnojOKEeHUs 3arojOBKOB JEN BHYTPH pa3[esioB HOMEHKJIATYPHI el
OTIpeIeTISIETCS CTENEeHbIO BAYKHOCTH JOKYMEHTOB, BKIIIOUEHHBIX B JIeja.

B Ha4daJic pasaciia pacrojararoTcs 3aroJIOBK1 €I, COACpIKauX YUpCAUTCIIbHBIC,
OpraHU3allUOHHO-TIPABOBBIC U PACHIOPAJAUTCIBHBIE JOKYMCEHTBI, 3aTE€M 3arojIOBKM A€J1, COACpKallnuX
IJIAaHOBBIC, OTYCTHBIC, I/IH@OpMaHI/IOHHO-aHaHI/ITI/I‘-IeCKI/Ie OOKYMECHTBI, OOKYMCHTBI, OTpaXXarolue
ACATCIIBHOCTD MOAPA3ACIICHUS, IICPCIIUCKY, B KOHILC pa3Jciia - peruCTpaliluOHHBIC U YUYCTHBIC KYPHAJIbI,
KapTOTCKH, 0a3bl JaHHBIX.

3arofoBKH JIeNI, COCTaBJIEHHBIX [0 KOPPECHOHICHTCKOMY H TeorpaduveckoMy MpHU3HAKaM,
BHOCSITCSI B HOMEHKJIATYpY J1eJ 0 aihaBUTy KOPPECTIOHACHTOB MM TeorpadnuecKux Ha3BaHHUM.

B zaronmoBkax pmen, cojepXamux JOKYMEHTBI 10 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCIIEI0OBATENIEHOCTHIO PEUICHHS BOTIPOCa, B KAYECTBE BUAA Jefia YHOTpeOasieTcs TepMUH " TOKyMEHTHI",
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a B KOHIIC 3arojioBKa B CKOOKax YKa3bIBarOTCA Ha3BaHUA BUIOB JOKYMCHTOB, HamboJee npEaACTaBJICHHBIX
B JICJIC:

"JIOKyMEHTBI O TIPOBEJICHUH COBELIAHUN M CEMUHAPOB (IIPOTrPaMMBbl, CITUCKH, JOKIab)".

Tepmur "gOKyMEHTH" NpPUMEHSETCS TaKXKe B 3aroJIOBKax Jell, COACPXKaIlNX TOKYMEHTHI-
MIPUJIOKEHUS K KAKOMY-JIH0O JOKYMEHTY (BHIIbI JOKYMEHTOB-TIPUIJIOKEHUHN HE TICPEUHUCIISIOTCS):

"JIoKyMeHTBI K IpOoTOKOIaM 3acefaanuii Hayqno-rexHuueckoro coera';
"[IpOTOKOIBI TPOMU3BOACTBEHHBIX COBEIIAHUN TIPY TE€HEPATHFHOM AUPEKTOPE M JOKYMEHTHI K HUM'.

B 3aromoBkax ACJI, TPE€AHA3HAUCHHBIX IJId TPYNIUPOBKHU OJHOTHUIIHBIX JOKYMCHTOB, 3Ta I'pyIilla
JOKYMCHTOB YKa3bIBa€TCs BO MHOKECTBEHHOM YHCJIC:

"IIpOTOKOIIBI 3aceNaHUH TUPEKITHHN".

B 3aromoBkax ACJI, CoACpKaAIIUX IICPCIIUCKY, YKA3bIBACTCA, C KEM H IO KAaKOMY BOIIPOCY OHa
BCIACTCA:

"INepenucka ¢ 06pa3oBaTENFHBIME YUPEKACHUSIMU O TIOBBIIICHUN KBATU(HUKAINN paOOTHUKOB".

B 3aromoBkax gen, comepikamiux MepernvcKy ¢ OAHOPOIHBIMU KOPPECTIOHIEHTaMH, MTOCIeTHIE HEe
Ha3bIBAIOTCS, a YKA3BIBACTCSI UX BUJIOBOC HA3BAHUE:

"Iepenucka ¢ denepalbHBIMA OPTaHAMH WCIIOJIHUTEIBHOW BJIACTH O 3aKJIIOUYEHHH U MCIIOTHEHUHU
rOCyJapCTBEHHBIX KOHTPAKTOB'".

B 3aronoBkax gen, comepkaiyx MepenucKy ¢ pa3HOPOIHBIMU KOPPECIIOHAEHTAMH, TTOCIEeTHIE He
MIEPEUUCIIAIOTCS

"IIepenucka 0 3aKJIFOUEHUN U UCTIOJHEHUU TOCYIapCTBEHHBIX KOHTPAKTOB" .

B 3aronoBke ngena YKa3bIBaCTCsA KOHKpCTHbIﬁ KOppECOHACHT, €CJIM MCPEIIUCKAa BEACTCA TOJIBKO C
HHUM:

"TTepemncka ¢ OO0 "T"'opcBA3p" 0 IPenOCTaBICHUH YCIYT CBA3N".
p p p yery

ITpu 0603HAYCHUU B 3arojiOBKax JIeN aIMUHUCTPATHBHO-TEPPUTOPHANILHBIX CIMHUI] YUUTHIBACTCS
cleyroniee:

€CJIM COJEP)KAHUE JIENa KACAETCsl HECKOJIBKUX OJHOPOAHBIX aJIMUHUCTPATUBHO-TEPPUTOPUATIBHBIX
€IMHHUII, B 3ar0JIOBKE JleJla He YKa3bIBalOTCSl MX KOHKPETHBIE Ha3BaHUsl, a YKa3bIBaeTCs UX o0IIee BUI0BOE
Ha3BaHUE:!

"[lepenncka ¢ yapexaeHUIMHU KyJIbTYpBl aIMUHUCTPAaTUBHBIX OKPYTroB MOCKBHI'".

eClIM COIEp)KaHWE Jena KacaeTcs OJHOW aJMUHHCTPAaTHBHO-TEPPUTOPUAIIBHOM  €IMHHIIBI
(HaceneHHOTO MyHKTA), €€ (ero) Ha3BaHHE YKa3bIBAETCS B 3ar0JIOBKE JIeja:

"Ilepenucka ¢ ¢punrazom B MOCKOBCKOH 00J1aCTH O TNIAHUPOBAHUH U OTYETHOCTH.

B 3aronoBkax jen, copepkalinx IUIAHOBYIO WIIM OTYETHYIO JIOKYMEHTAIIMIO, YKa3bIBACTCS TIEPHOT
(Mmecst1, kBapTall, roa) Ha (3a) KOTOPBIF COCTABIICHBI TUIAHBI (OTYETHI):

"OT4eThl CTPYKTYpPHBIX NoApasnenenuii 3a 2017 ron”;
"CTaTHCTUYECKUI OTYET O YHCIEHHOCTH, COCTaBe U JBIKeHNH Kaapos 3a 2017 rox (¢. N 27-ron)".

[Ipu dopmupoBaHMM fAena U3 HECKOJIBKUX TOMOB (YacTeil), KpoMe OOILIero 3arojioBka Jiena Mmpu



HEOOXOJUMOCTH COCTABIISIFOTCS 3aroJIOBKH KaXKJOT0 TOMa (4acTH), YTOUHSIOIIME COJIEPKaHUE TOMOB
(wacreif) nena.

3aroja0BKHU ACT MOTYT YTOYHATHCA B ITPOLICCCE (I)OpMI/IpOBaHI/ISI u Oq)OpMJ'IeHI/IH JCII.

8.15. I'pada 3 "KommuecTtBo sen" 3amoiHAETCS IO OKOHYAHHMHM KajeHaapHoro roxa. Ilo
JIOCTHXKCHHUH JICJIOM, BKJIFOYAONUM JOKYMEHTHI BPeMEHHBIX (CBbIIe 10 JIeT) ¥ MOCTOSHHOTO CPOKOB
XpaHeHusi, o0bemMa B 250 JIMCTOB, TOM 3aKpBIBACTCS M OTKPBIBACTCS HOBBIM TOM. B rTpade 3
HOMEHKJIATYPBI JIeNl TIOCIIeIOBATENbHO YKa3bIBAIOTCS HOMEpa TOMOB M KpalHHE JaThl JIOKYMECHTOB
Ka)JIOTO TOMa:

T. L. 11.01.2017 -
30.06.2017

SHCKTpOHHI)Ie J€JIa Ha TOMa (‘{aCTI/I) HE pa3aciidrOTCA. Bce OJICKTPOHHBIC JOKYMCHTBI, HC3aBUCUMO
OT X 06T>CMa, BKJIFHOYAKOTCA B OJHO 3JICKTPOHHOE IE€J10.

8.16. B rpade 4 "Cpox xpaneHus u N CTaThby 10 MEPEUHIO" YKa3bIBAIOTCS CPOKH XpAaHEHUS Jel 1
HOMEpPA CTaTel IO TUIIOBOMY WJIM BEIOMCTBEHHOMY IIEPEYHIO JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHeHus, peneparbHOMY 3aKOHY WM HHOMY HOPMAaTHBHOMY IIPABOBOMY aKTY.

8.17. B rpade 5 "llpumeuanue" mnpOCTaBISAIOTCS OTMETKH O 3aBenaeHum naei ("3aBeneHo"), o
nepexoasamux naenax (Hampumep, "Ilepexomsmiee ¢ 2016 roma"), o BeIAEICHUH A€ K YHHUYTOXKECHHIO, O
JUIaX, OTBETCTBEHHBIX 3a (OpMHpOBaHWE Jel, O TMepemade AeNl B JPYTy0 OpraHU3aIfio s
MIPOAOIKEHUSI.

Ecmu neno gopmupyercs B nHQOPMAIIMOHHOM CUCTEME M BKIIIOYAET DJIEKTPOHHBIE JTOKYMEHTEHI, B
rpade "lIpumeuanne" oTmedaeTcs, YTO JIEN0 BEAETCS B JIEKTPOHHOM BHUJIE C YKa3aHUEM HAaWMEHOBaHUS
WHPOPMAITMOHHON CUCTEMBI:

"Dnexrponnsie AokyMeHThl. COJI "Kannenspus", B/l "CiyxeOHbie 3amucku’.

8.18. Ilo 3aBepuieHHH [EIONPOU3BOACTBEHHOIO I'OAa B KOHIE HOMEHKIATYphl Jel B KaKIOM
CTPYKTYpPHOM TOJIpa3JieiecHNH O(QOPMIIICTCST WTOrOBasi 3alluCh, B KOTOPYIO BHOCSTCS CBEICHHUS O
KOJINYECTBE 3aBEACHHBIX €1 (TOMOB, YacTeil), OTAENBHO MOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHHS,
BPEMEHHBIX CpOKOB XxpaHeHus ¢ orMmerkod "OIIK" m mepexomsmmx. WTorosas 3ammce IOMONHSETCSA
JTAHHBIMHU O KOJINYECTBE JIEKTPOHHBIX JI€JT COOTBETCTBYIONINX CPOKOB XPAaHEHHMS.

B uToroByto 3anmuch CBOJHON HOMEHKIATYphI JE€1 CBEIACHHUS BHOCATCS HA OCHOBAaHUHU JAHHBIX,
MepeJaHHbIX U3 CTPYKTYPHBIX MOJpa3/IeIEHUA OpraHu3aluu.

CBe,Z[eHI/IH, COJZCpKaueCsa B HUTOTOBOM 3amiCH HOMCHKJIATYpPbI ACJ OpraHu3aluv, MepeaaroTcda B
ApXUB OpraHu3anvyv, 0 4Y€M B HOMCHKJIATYPC ACII NPOCTABIACTCA OTMCTKA C YKA3aHUEM JOJUKHOCTU H

IMOAIMCH JInlia, NICPeaaBIero CBEACHUA.

8.19. lena co mHsA WX 3aBEJCHUS JO MEPEladd B apXUB OPTraHU3AIMHU WM 10 BBIICICHUS HX K
YHUYTOXKCHHIO [0 UCTCYCHUU CPOKA XPAHCHHUSI XPAHSTCS 110 MECTY MX (GOpPMUPOBAHUSI.

216.110 CUNUTACTCA 3aBEICHHBIM C MOMCHTA BKIIIOYCHUA B HET'O IIEPBOT'0 UCITIOJIHEHHOI'O TOKYMCHTA.

8.20. IIpu hopmupoBanuu zes1 Ha OyMaKHOM HOCHTEJIE JOJDKHBI COOIOAATHCS Celyolue oomme
MpaBuiIa;

B AC€JI0 NMOMCHIAKOTCA HCIIOJIHCHHBIC IOOKYMCHTBI, COOTBETCTBYIOUIUEC IIO0 CBOEMY COICPKAHHIO
3aroJIOBKY A¢jia IO HOMCHKIIATYPC ACII;

MIPUITIOKCHHUA MMOMEITA0OTCA BMECTE C OCHOBHBIMU JOKYMEHTAMMU,
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B JCJIO BKIIIOYAIOTCA JOKYMCHTBI OJHOTO KAJICHAAPHOT'O I'0Jid, 3a UCKIFOYCHHUECM NCPCXOAIINX CIT;
AOKYMCHTBI ITIOCTOSAHHOI'O U BDEMEHHBIX CPOKOB XpaHCHUA I'PYIIIIUPYIOTCA B A€jIa pasaciIbHO,
B ZCJIO BKIIIOYACTCA IO OJHOMY 3K3CMILIAPY KAKA0T0 JOKYMEHTA,

(hakcorpamMMBbl, TelerpaMMbl, TelehOHOTPaMMBl TOMEIIAIOTCS B ZIeja ¢ MEPENUCKOd Ha OOIIHX
OCHOBAHUSIX;

B JICJIO MOMEIIAIOTCS JJOKYMEHTBI NMPABUIILHO U TOJHOCTHIO O(OPMIICHHBIC (TOKYMEHTBI JOJIKHBI
WUMETH JIaTy, TOIMNCH U APYTHe He0OXOUMbIE PEKBH3HTEHI);

B JIENIO HE BKITIOYAIOTCS JIOKYMEHTBI, MOJJICKAIINE BO3BPATY, JIMITHUE 3K3EMIUIAPHI U YSPHOBUKHU
(3a CKITFOYeHHEM 0CO00 IICHHBIX );

mo 00BeMy /1eT10, BKITFOYaroIee JOKYMEHTH Ha OyMakHOM HOCHTENEe, He JIOJDKHO MpeBbImats 250
JMCTOB, MPH TOJIIMHE HE Oojee 4 cM (TONIIMHA JeN cO CpoKaMu XpaHeHus ao 10 mer He HoMmKHA
npeBsimath 10 cm). Ilpu npeBBIIeHNN TaHHOTO 00beMa 3aBOAUTCS BTOpoi ToM. llpn Hamu4auum B mene
HECKOJBKHX TOMOB (H4acTeil) MHIEKC M 3aroJIOBOK Jiejia MPOCTABISIOTCS Ha KaXIOM TOME C 100aBICHHUEM
ob6o3nauennii: "T. 1", "T. 2".

JIoKyMeHTBl BHYTpPHM [efla paclolaraloTcsi CHHU3Y BBEPX B XPOHOJOIMYECKOH, BOIPOCHO-
JIOTMYECKOH MOCIIEeI0BATEIbHOCTH WM UX COYETaHHU.

PaCHOpHI[I/ITGHLHI)IC JOKYMCHTHI I'pYIIIUPYIOTCA B ACJIa 10 BUJAAM U XPOHOJIOI'MU C OTHOCAIIUMMCA
K HUM HOPHIOXKCHHUAMU. I[OKYMGHTLI - OCHOBaHHUA K PaACIOPAAUTEIIBHBIM JOKYMEHTAM BKIIOYAIOTCA B
OTACIBHOC ACII0.

HpOTOKOHBI B ACJIC pacriojiararoTcsa B XpOHOJIOTHYCCKOM IMOPAAKE U 110 HOMEpaM.

JIOKyMEHTHI K 3aceaHusIM (COBELIaHMsIM) TPYIIUPYIOTCS B OTAEIBHOE JEJ0, KaK U MPHIIOKECHUS K
MPOTOKOJIaM, €CI OHU COAepKaT Ooiee 25 cTpaHMII.

JIOKyMEHTBI K NPOTOKOJIAaM, €CJIM OHHM CTPYHIHMPOBAHBI B OTHENbHBIC Jiefla, CUCTEMAaTU3UPYIOTCS
BHYTPH JI€J1a [0 MOPSIKY HOMEPOB IIPOTOKOJIOB.

JIokaibHBIE HOPMATHUBHBIC AKTbI, YTBCPKIACHHBLIC PACIIOPAAUTCIBHBIMH JOKYMCHTAMU, ABJIAIOTCA
MPUIOKCHUAMU K HUM U TPYHIIUPYHOTCSA BMECTE C YKa3aHHBIMU JOKYMCHTAMU.

[Tpuka3sl O OCHOBHOW NEATEILHOCTH TPYMIUPYIOTCS OTACIBHO OT IMPUKA30B I10 JIMYHOMY COCTaBY
Y IIPUKA30B 10 aAMUHUCTPATUBHO-XO03IUCTBEHHON AesITeNbHOCTU <30>.

<30> B coorBercTBUM ¢ IlepeyHeM THIOBBIX YIPABIEHYECKHX AapXUBHBIX JOKYMEHTOB,
oOpasylomuxcss B Tpolecce JEeSATEIbHOCTH T'OCYAApCTBEHHBIX OPraHoOB, OPraHOB MECTHOT'O
CaMOYNpaBJIeHUs] W OpraHu3aluii, ¢ YyKa3aHHEM CpPOKOB XpaHEHHS, YTBEP)KICHHBIM TPHUKA30M
MunucrepctBa KyabTypbl Poccuiickoit ®enepanuu ot 25 aBrycra 2010 r. N 558 "OO0 yTBepaeHun
IlepeuHsi TUNIOBBIX YHPABIEHYECKUX apXMBHBIX JOKYMEHTOB, OOpa3yIOLIMXCs B MPOLECCE ACATEILHOCTH
TOCY/IapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOTO CaMOYIIPABJIEHUS W OpTaHH3allfid, C YKa3aHHEM CPOKOB
xpaHeHus" (3apeructpupoBaH B Mununctepcrse foctunnu Poccuiickoit ®eneparun 8 centsops 2010 r.,
peructpaunonsslii N 18380); ¢ u3MeHeHHsIMH, BHECEHHBIMH INPHKa3oM MUHHCTEPCTBA KYJBTYPbI
Poccmiickoit ®epeparun ot 16.02.2016 N 403 "O BHeceHMM u3MeHEHHH B llepedeHb THUIMOBBIX
YIpaBIeHUYECKUX apXHBHBIX JJOKYMEHTOB, OOpa3yIOMIMXCS B MPOIECCE EATEIbHOCTH TOCYIapCTBEHHBIX
OpraHoB, OpPraHOB MECTHOTO CaMOYNpaBICHHS M OpraHM3alMi, C YyKa3aHHEM CpPOKOB XpaHEHUS,
YTBEPXACHHBIN NpHKka3zoM MuHuctepcTBa KyabTypsl Poccuiickoit denepanuu ot 25 asrycra 2010 r. N
558" (3apeructpupoBan B MunHCTepcTBe foctuimu Poccuiickoit ®emepammm 15 mapra 2016 1.,
peructpanoHHbid N 41414), K aAMUHUCTPATHBHO-XO3IMUCTBEHHOW IEATEIHPHOCTA OTHOCSATCS BOITPOCHI
1o cOOJIOICHUIO TPaBHUJI BHYTPEHHETO PACIIOPs/IKaA, SKCIUTyaTalluu CIIy>KEOHBIX 31aHUM, TPAHCIOPTHOMY


consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123F2BE50CB9DE41C1ED6D3A9EB8A12087CB16ABB4B0A8EB0D2BAB94A8115BF151C974A47BE5ACCC52j8n1F

00CITy)KHBaHUIO, BHYTPEHHEH CBS3H, 00CCIICUCHUIO 0€30ITaCHOCTH OpPTaHU3aITHil.

HpI/IKa3I>I 10 IMYHOMY COCTaBy (pOpMI/IpyIOTCﬂ B Acjia B COOTBETCTBUH CO CPOKAMU XpPAHCHUA.
I[OKyMCHTI)I B JIMYHBIX J€JIaX pacloJararoTcs nmo Mepe nux noCTyIrICHH.

[lepencka rpynmupyercst B Aelia IO TEMAaTHKE W/WIM KOPPECTOHAEHTaM M CHCTEMAaTH3UPYETCs B
XPOHOJIOTHYECKON TIOCIEIOBAaTeIbHOCTH: JIOKYMEHT-OTBET IOMEIIACTCS 3a JIOKYMEHTOM-ITPOCKOOH
(3ampocom). [1pr BO30OHOBIEHUN TTEPETIHCKH TI0 OMPEACIEHHOMY BOIIPOCY, HauaBIIeHcs B MPEIbITYIIEM
ToJly, JOKYMEHTHI BKIIFOYAIOTCA B JENI0 TEKYIIEro To/ia ¢ YKa3aHHeM WHIAEKca JeNia IpeabIyIIero roaa.

ONEKTPOHHBIEC JOKYMEHTHI (POPMUPYIOTCS B JICKTPOHHEIC JIeNIa B COOTBETCTBUM ¢ HOMEHKJIATYPOH
JIeJT OpTaHU3aluy B TOW HHPOPMAIIMOHHON CHCTEME, B KOTOPOH OHH OBIIIN CO3JJaHbI HITH B KOTOPYIO OBLTH
BKITFOUEHBL.

8.21. lns obecrieueHusl COXpaHHOCTH, y4eTa TOKYMEHTOB M A€ CTPYKTYPHOTO MOJApa3JeleHus 1
OpraHU3alMy A0CTYyINA K HUM IIPOBOAUTCS KOMILIEKC PaboT:

CO3JaHUC ONITUMAJIBHBIX yCHOBI/Iﬁ XpaHCHHA JOKYMCHTOB U I€JI;

pa3MelIeHue JIeIT;

MIPOBEPKa HAJIMYUS U COCTOSIHUA JOKYMEHTOB U JIel;

coOJTI0IeHre TIOPSIKa BRIAAUN JEII.

8.22. [lema pasMemaroT B pabodMx KOMHATaX WM CIIENHATHHO OTBEIECHHBIX I 3TOW IeNu
IIOMCUICHUSAX B HlKa(baX, Ha CTCll1akax, YTOOBI 00ECIIEUNTDH UX COXpPaHHOCTBL U 3alIUTy OT BOSILGI\/'ICTBI/Iﬂ

BpEIHBIX ()aKTOPOB.

Hena 11 ux y4era v ObICTPOro IMOMCKA JOJKHBI PacIolaraThCsi BEPTUKAIBHO, KOPEILIKAMHU HAPYKY
U B COOTBETCTBHM C HOMEHKJIarypoil nen. Ha kopemrkax o0JOKeK JeN yKa3bIBaIOTCS WHAEKCHI IO
HOMEHKJIaType Jell, TP He0OXO0AUMOCTH HOMEp ToMa JieJia, faTy Aena. HoMeHknatypa e nin BeIITUCKa
13 Hee IOMEIaeTcsl Ha BHYTPEHHEH CTOpoHe Kada.

8.23. [IpoBepkH HAMYUS M COCTOSIHUSI JIOKYMEHTOB M JIeNI B IENAX YCTAHOBJICHUS (PaKTHYECKOTO
HaJIU4Us €] JOJDKHBI IPOBOJUTHCS JEIONPOU3BOAUTEIIEM NIOAPA3AEICHNS B CIIydasX:

nepes nepeaayeii JOKyMEHTOB B apXUB OpraHU3alNN;
TIpH MIepEMEIICHUHN JeTT;

OpU  CMEHE  PYKOBOIOUTENS  CTPYKTYPHOTO  HoApasfeneHus, pykoBoautens  CiyxObl
JIeJIONPOU3BOJICTBA;

IIpu peopraHnu3anv U JUKBUAAIWU OPraHU3allUU WU CTPYKTYPHOI'O IMMOAPA3ACICHHA.

[IpoBepka HanM4us MPOBOAMUTCSA MYTEM CBEPKH CTaTe€ll HOMEHKJIATYPHI JI€] C ONMHCAaHUEM JeNl Ha
o0oxke, a (U3MYECKOe COCTOSHHME [ell ONpelessieTcsl IMyTeM HMX BH3yalbHOTO mpocMorpa. Bcee
0oOHapyKeHHbIE HEIOCTATKH JOJKHBI (PUKCHPOBATHCS B aKTE IPOBEPKH HAIWYHS M COCTOSIHUS JIEII.

8.24. B cnmyuae BBISIBIEHUS OTCYTCTBHSA JI€JI, YHCISIIMXCS TI0 HOMEHKJIAType e, PyKOBOJICTBOM
MOJpa3AcieHU NPUHUMAIOTCS MEphl MO HUX poO3bICKy. Ecium po3pIick Aen HE JaeT pe3yibTara,
COCTABJISIETCS CIIpaBKa O IPUYMHAX MX OTCYTCTBUSA, KOTOpas IOAIMCHIBAETCA PYKOBOJUTEIEM
noJpasienieHus u npeacrasisiercss B Ciyx0y Jenonpon3Bo/ICTBRA.

dakt yTpaThl Aena (nen) ¢ukcupyercs B akTe, cocraBiusieMoM Ciry:k00i AeIonpou3BOACTBA U
PYKOBOAMTEIEM CTPYKTYpHOTO MOApa3aeiaeHus (YIOJTHOMOYEHHBIM UM JIUIIOM) B TPEX 3K3EMIUIApax: Mo
OJIHOMY J3K3eMIULIpy akTa xpaHurcsi B Ciyx0e Ienonpou3BOJACTBA M CTPYKTYPHOM I1OApa3/€eHuM;



9K3EMILTSIP aKTa MPEICTaBISIETCS B apXUB OPTaHU3aIMH MIPH TIepeaade 11 CTPYKTYPHOTO IMOApa3IeIeHUs
Ha apXHBHOE XpaHECHHE.

8.25. DkcmepTH3a LIEHHOCTH JOKYMEHTOB IPOBOJUTCS HA OCHOBE 3aKOHOAATEIBHBIX U HMHBIX
HOPMAaTHBHBIX TPABOBBIX aKkTOB Poccuiickoit deneparuy, yCcTaHABIMBAIOMIMX TPEOOBAaHUS K CpOKaM
XpaHEHUs! JOKYMEHTOB, THUIIOBBIX M BEJIOMCTBEHHBIX IEpPEYHEN JOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHEeHHUS:

MIPU COCTABJICHUN HOMCHKJIATYPBI JIEIT;

MPY TIOATOTOBKE JIEN K Tepe/iaue B apXvB OpraHN3aIii;

B apXUBE OpPTraHU3aIlUY.

8.26. Jlns opraHM3anmud W TPOBENEHHS padOTBI IO JKCHEPTHU3E IEHHOCTH JOKYMEHTOB B
OpraHM3allMy MPUKa30M PYKOBOJMUTENS CO3/IaeTCs dKCIepTHas komuccus (naiee - OK), B opranuzamnusx,
UMEIOIIUX TIOJIBEIOMCTBCHHBIC OpPraHU3alny, QUIHANGI, - [IEHTPATbHAS SKCIEPTHAs KOMUCCHUS (hanee -
1I3K).

3amaun, GyHKIMH, paBa, opranusanus padotel DK (L[OK) ompenenstoTcs MonokeHUEM O HEW,

KOTOpO€ pa3padaThiBaeTCsl HA OCHOBAaHUM NPHMEPHOTO IOJIOKEHUS, YTBEPKICHHOTO YIOJTHOMOYEHHBIM
(enepanabHBIM OPraHOM HCIIOJIHUTENIBHON BIACTH B cpepe apXUBHOTO Jeiia U ATIONPOU3BOACTBA <31>.

<31> Ilpuxa3z denepanpHOTO apxuBHOro arerrctBa or 11.04.2018 N 43 "OO0 yTBepkIeHUN
[TpumepHOTO TONOKEHHsT 00 IKCIIEPTHOW KOMHCCHH OpraHu3anuu” (3aperucTpupoBaH B MUHHUCTEPCTBE
rocturin Poccutickoit @eaepanuu 15.06.2018, peructparnmonssiit N 51357).

8.27. OcuoBHbIME (pyHKIHAME DK ABISIOTCA:
OpTaHu3aIMs eKEroHOr0 0TOOpa e AJISl XPaHSHHUS U YHHUYTOKCHUS,

paccMOTpEHHE U COIJIACOBAaHME IPOEKTAa HOMEHKJIATYpbl [ell OpraHu3alud, ONHCeH e
MOCTOSTHHOTO U BpeMeHHbIX (CBbIIe 10 J1eT) CpOKOB XpaHEHHU, B TOM YHUCIIE 110 JINYHOMY COCTaBy, aKTOB
0 BBIJICJICHUH K YHUUTOKCHHUIO A€, HE MOUIeKALINX XPAHEHHUIO;

y4acTHe B MOJTOTOBKE U PACCMOTPEHHU MPOEKTOB HOPMATHBHBIX M METOJUYECKHX JOKYMEHTOB IO
BOIpOcaM pabOThI C IOKYMEHTAMH B OPTaHU3AIINH.

8.28. Dkcmeprr3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS €XETrOJHO IeJIONPOM3BOIUTEISIMU
nojpasjeneHuii copmectHo ¢ OK opraHm3anmu ¥ TOJ METOIUYECKUM pPYKOBOJACTBOM CiyxObI
JIeTIONPON3BOJICTBA OPTaHU3AIHN.

8.29. HpI/I MMPOBCACHUHN SKCIICPTHU3bI LICHHOCTU NOKYMCHTOB IIPU MOATOTOBKE ACJI K II€peaayvc B
ApXUB OpraHru3aliyu OCYHICCTBIIACTCA:

0TOOp TOKYMEHTOB ITOCTOSIHHOTO M BpeMEHHBIX (CBbIIe 10 JIeT) CpOKOB XpaHEHUs /sl TIepellavn B
apXx¥B OpraHU3alNy;

0TOOp TOKYMEHTOB BpeMEeHHBIX (10 10 jeT BKIIOYNTENHHO) CPOKOB XpaHEHHUs U ¢ momeTkamu "Jlo
MUHOBaHUs HanoOHoctu", "Jlo 3aMeHBl HOBBIMH', TMOMJISKAIINX JNATbHEUIIEMY XPaHEHUIO B
CTPYKTYPHBIX NTOAPA3ECICHUIX;

BBIZICIICHUC K YHUYTOXCHUIO ACI 3a NPEAbIAYIITHUE I'OAbI, CPOKH XpaHCHUS KOTOPbIX UCTCKIIN.

O}IHOBpeMCHHO MMPpOBCPACTCA KA4YCCTBO HW  TIOJHOTA HOMCHKJIATYpPBI JCJI  OpraHU3aluu,
IMPAaBUJIBHOCTb ONPECACIICHUA CPOKOB XpAaHCHUA ACII.
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8.30. Jlena mocTosTHHOTO M BpeMeHHBIX (CBbIlIe 10 JIeT) CPOKOB XpaHEHHUs MOJUIEKAT IIOJIUCTHOMY
MIPOCMOTPY IS BRIIEICHHSI U3 X COCTaBa JTOKYMEHTOB BPeMEHHBIX (110 10 J1eT) CpOKOB XpaHEHHUSI.

Hena ¢ ormetkoit "OIIK" monepratoTcss MOIMCTHOMY MPOCMOTPY B IENAX OIpENeNeHus u
BBIJICJICHHSI U3 MX COCTaBa JOKYMEHTOB, [OUICKAIINX [TIOCTOSTHHOMY XPaHEHHUIO.

8.31. OT60p >MEeKTPOHHBIX AOKYMEHTOB JUIS TIEpeJadyd B apXUB OPTaHHM3AIMH OCYIIECTBIIACTCS B
aBTOMATHU3UPOBAHHOM PEXKHMME IyTeM OTOOPA JIOKYMEHTOB M3 0a3 JaHHBIX MH()OPMAIMOHHBIX CUCTEM I10
npm3Haky "Munexc gema" ("Cpok xpanenus").

8.32. Ilo pesympraTaM »dKCIEPTH3Bl IIEHHOCTH JOKYMEHTOB B OpTaHW3alHU TMPOBOIUTCA
oopMIIEHHE el U COCTABJIIOTCS OIUCH JEJl MOCTOSHHOT'O XPaHEHWs, BpeMeHHBIX (cBbime 10 er)
CPOKOB XpaHECHHs W IO IJIMYHOMY COCTaBYy, a TaKXe aKThl O BBLICJICHUM K YHUUYTOXKCHUIO JIEJd, He
MOJUICKAIIUX XPAHCHHIO.

Onucu Jien OCTOSHHOTO XpaHeHUs, BpeMEHHBIX (CBbIIe 10 JeT) CPOKOB XpaHEHUS U 10 JINYHOMY
COCTaBy, a TaKKe aKThl O BBIJICICHUH K YHUYTOXKCHHIO JIed, HE TMOJJICKANINX XPaHCHUIO,
paccmarpuBarotTcs Ha 3acenanun DK (IIDK) opranmszanmu ognoBpemenno. CormacoBansbie JK (IIDK)
aKThI M OTIMCH YTBEPKIAIOTCS PYKOBOJAUTEIIEM OpTaHH3aIINY.

8.33. Jlema, oOpa3oBaBIINecs B ACATEIHHOCTH OPTaHU3AINA M MOAJIEKAINE XPAHEHHIO, TPOXOISIT
MOJIHOE WU YacTUYHOe odopmiieHue. [loaHoMy odopMIIeHHIO TIO/UIekKAT Jeja BpeMeHHBIX (CBbie 10
JIET) CPOKOB XpaHEHHUS M MOCTOSHHOrO XpaHeHus. [lema BpemeHHBIX (1m0 10 5eT) CpOKOB XpaHEHUs
MOJUIEKAT YACTUYHOMY O(OPMIICHHIO.

OdopmneHue naen NPOBOOUTCS B CTPYKTYPHBIX MOAPA3ACHCHHUAX OpraHW3alUd 110 MECTY
(bopMHpOBaHUs JOKYMEHTOB B JIena.

8.34. Ilonmroe odopmieHne Aena Ha OyMa)KHOM HOCHUTENE BKIFOYAET:
odopmIIeHUE PEKBU3UTOB O0JIOKKH Jiena 1o Gopme;

HYMEpaLuio JHCTOB B IeJIe;

COCTaBIICHHE JINCTA-3aBEPUTEIS JIEIIa;

COCTaBJICHHE B HEOOXOMMBIX CIIy4asiX BHyTPEHHEH OIHCH JOKYMEHTOB Jeja;
MOJIIIMBKY U TIEpeIlIeT JIea;

BHECEHHE HEOOXOJMMBIX YTOYHEHHWH B PEKBH3UTHI O0JOXKH Jeia (YTOUHEHHE Ha3BaHUS
OpraHM3aliy, MHEKCa JIeNia, KpalHUX JaT Jielia, 3arojoBKa Jiesa).

Jluct-3aBeputens Jiesia, BHYTPEHHAS ONHCh JOKYMEHTOB Jiesla M OOJIOXKKa JieJla COCTaBIISIOTCS 110
¢dopmam, ycraHoBineHHbIM [IpaBunamu xpanenus <32>,

<32> Ilpunoxenus N 8, 27, 28 k [IpaBunam xpaHeHusl.

8.35. Jlena BpemeHHBIX (0 10 JeT BKIIIOUMTENHFHO) CPOKOB XPAaHEHHUS, MMOAJIEKAIINE YACTUIHOMY
0 OpMIICHHUIO, JIOMYyCKaeTCsl XpPaHWTh B IAlKax, B KOTOPBIX Jefla XPaHWINCh B AEJIONPOHM3BOICTBE,
nepecrucTeMaTu3alys JOKYMEHTOB B JieJie HE NPOBOAMTCS, JIMCTHL Jejla HEe HYMEPYIOTCS, JIHUCTHI-
3aBepUTENN Jefla He cocTaBisirorcs. Ha oOmokke pena B COOTBETCTBUM C HOMEHKIATYpOH Jen
OpraHu3alMy 3alONHSIOTCS PEKBU3UTHI: HAWMEHOBAHWE OPraHM3allii, HAMMEHOBAaHHE MOJpa3/IelICHHS,
WHJIEKC JIeNIa, 3aroj0BOK JIe1a, CPOK XPaHEHHsI JOKYMEHTOB.

8.36. Ha ob6moxke nmen BpemeHHBIX (cBbime 10 J1eT) CPOKOB XpaHEHHS W MO JHUYHOMY COCTaBy
YKa3bIBaAIOTCS:
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HAaUMCHOBAaHUE  BBIIICCTOSAIICH  OpraHu3anuu  (OpraHu3aluU-Y4YpEAUTENs); HaUMEHOBAHUC
OpTraHM3aIN{ - NICTOYHUKA KOMIUIEKTOBAHHS TOCYIapCTBEHHOTO (MYHHUIIMTIAIIEHOTO) apXUBa;

HaNMEHOBaHHUE CTPYKTYPHOTO MOPA3ICICHHUS;
WHJICKC Jiela TI0 HOMEHKIIAType JIeJ;

HOMeEp TOMa (4acTH);

3aroJIOBOK Jienia (ToMa, 4acTH);

KpaiHHUe JaThl nema (ToMa, 9acTH);
KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHCHHS Jea;

apXHWBHBIH QP Aena.

Ha o6noxkax nesn IMOCTOSHHOTO XpaHEHUs Hall HauMEHOBAaHHUEM OpPraHU3ALMHM YKa3bIBACTCS
HAaUMEHOBaHUE rOCYAapCTBEHHOTO (MYyHMIIMIIAIBHOIO) apXKBa, HICTOUHUKOM KOMIUIEKTOBAHUS KOTOPOTO
BBICTYIIA€T OPraHU3aLHs.

8.37. Ilpu ohopmieHnn OOIOXKKH J1ena:

HAaMEHOBAaHUE BBIIIECTOSIEH oOpraHM3auuu (OpraHU3alUU-yuIpeauTeNs), NpH e¢ HaTU4duH,
YKa3bIBa€TCSI MOJHOCTbIO B HMMEHHUTEIBHOM IMaJekKe, I[OJA IOJIHBIM HaMMEHOBAaHHMEM B CKOOKax
yKa3bIBaeTCs OQHUIMATFHOE IPUHSATOE COKPALICHHOEe HaUMEHOBaHHE (TIPH €ro HAIWYHN ),

HAaMMCHOBAHUC OpraHn3alluM YKa3bIBACTCA ITOJIHOCTHIO, B MMCHUTCIBHOM IaJCKE, C YKa3aHUEM
O(HUIMATBEHO TPUHSATOTO COKPAIIEHHOTO0 HAWMMEHOBaHHS (IPH €ro HaJIM4YHMH), KOTOPOE YKAa3bIBACTCS B
CKOOKax mocjie IOJHOTO HAaMMEHOBAHMS;

HAaMMCHOBAHUC CTPYKTYPHOr'o IOAPAa3ACICHUA YKa3bIBACTCA MOJHOCTBIO B COOTBCTCTBUU C
YTBEPXKJACHHON CTPYKTYpOW OpraHu3anui (IpHU HATUYWU COKPAIIEHHOTO0 HAMMEHOBAHUS CTPYKTYPHOTO
MOIpa3IeTICHUsI OHO YKA3hIBAETCS B CKOOKAX);

WHJIEKC JIejIa MPOCTABIISIETCS B COOTBETCTBUYU C HOMEHKIIATYPOH JeNl OpraHu3allnu;

3aroJIOBOK Jiefla MEPEHOCUTCS M3 HOMEHKJIATYpBl el OpraHu3auvu (B HEOOXOAMMBIX CIydasx B
3aroJIOBOK BHOCSITCSI YTOYHEHH);

naThl gena (roz(bl) 3aBeieHusI 1 OKOHYaHHUSI JIeNa B IeTIOMPONU3BOICTBE).

HpI/I U3MCHCHUN HAMMCHOBAHUA OpraHu3alvid WIM [IOApasACJICHUd B TCEUCHHUE TICpHO/JA,
OXBAaTbIBAEMOI'0 JOKYMEHTAMU ACJid, WJIN IIPpHU NIepeaade ACjia B APYTroc NoApa3aACJICHUC Ha 00JIOXKKE Acia
noa MmpeKHUM HAMMCHOBAHUEM YKAa3bIBACTCA HOBOC HAMMCHOBAHUC OpraHU3allun (nonpawenemm), a
IMMPEIKHEEC HAMMCHOBAHHNE 3aKJIFOYACTCA B CKOOKH.

Wnpexc nena u 3arofloBOK Jejia IEPEHOCATCS Ha OOJOXKKY M3 HOMEHKIaTypsl Aen. Ecim neno
COCTOUT U3 HECKOJBbKHUX YacTel, Ha 00J0XKKY Ka)XI0ro ToMa (4acTH) BHIHOCUTCS OOIIHMIA 3arojIoBOK Jesna
Y 3aTOJIOBOK Ka)X/10# yacTh (TIpH €ro HaJHIuH).

Haroii nen, coiep:KallMX paclOPSAWTENEHYI0 AOKYMEHTALHWIO, a TaKKe JEeN, COCTOSIIUX W3
HECKOJIBKMX TOMOB (YacTeil), SBISIOTCS KpalHue 1aThl JOKYMEHTOB Jiela, TO €CTh JaThl (YMCII0, MECHIII,
ToJ) perucTpanuu (COCTaBICHHUS) CaMOTO PAaHHETO M CaMOTO IO3[THETO JOKYMEHTOB, BKIIOYCHHBIX B
neno. IIpu sTom neHp Mecsna (aBa 3HaKa) U rofd (YeTblpe 3HaKa) 0o003Ha4arOTCs apabckuMu HHUdpamu,
Ha3BaHME Mecsla MUIIEeTCs cI0BOM. Eciu B Aeno BKIIIOYEHBI JOKYMEHTBI, AaThl KOTOPBIX BBIXOASAT 3a
KpaifHue JaaThl Jiefa, TO IOJl JaTaMH JieJia, C HOBOW CTpPOKH JienaeTcsi 3amuch: "B jgene mMeroTcs
JOKYMEHTHI 32 ... rofi(b1)". [laTbl nena MOTyT He yKa3bIBaThCSl Ha OOJIOXKKE JIeN, COAEepPIKAINX, HalpUMep,



TOIOBLBIC IIJIAHBI U OTYCTHI, TaAK KaK OHH OTpa*karoTCs B 3arojIoOBKax AeJI.

Jatamu mena, comepskKaimiero MPOTOKOJBI 3aceNaHWi, SIBISIIOTCS HaThl IEPBOTO W TOCICIHETO
MPOTOKOJIA.

Kpaitaumu naTamu TrdHOTO Jena SBISIFOTCS ATl TOANICAHAS MIPHUKa3a O mprueMe (IIPH HaTHIuu
TPYAOBOT'O AOTOBOpA - JaTa 3aKIIOYEHHs TPYIOBOTO JOTOBOPA) M IMpHKa3a 00 yBOJILHEHHWHU JHLA, HA
KOTOpO€ OHO 3aBeZicHO. B ciaywae cMepTy nMia, Ha KOTOPOE 3aBEJEHO AEN0, KOHEUHOU JaTOi ABIsAeTCs
JlaTa IOKYMEHTAa, N3BEIAIONIEeTo O €r0 KOHYHHE.

PexBu3uT "cpok xpaHeHHs Hena" MEPEHOCUTCS Ha OOJIOKKY Jella M3 HOMEHKJIATYPHI JIEN IMOCcIe
CBEPKH €r0 CO CPOKOM XPaHCHUs, YKa3aHHBIM B MEPEYHE THUIIOBBIX JIOKYMEHTOB HJIU B BEIOMCTBEHHOM
NepevHe TOKYMEHTOB, C YKa3aHHUEM CPOKOB XpaHCHHUSL.

Ha nemax mocTosSsHHOTO XpaHeHHUS UIIETCS: "X paHUTh TIOCTOSTHHO".

8.38. [lo okOHYaHMU ToJla B HAJMUCH Ha OOJOXKKAaX JIeJ MOCTOSIHHOTO W BPEMEHHBIX (CBbIme 10
JIeT) CPOKOB XpaHEHHs BHOCITCS YTOYHEHHS: IMPH HECOOTBETCTBHUM 3aroJioBKa Jiel Ha OOJIOKKE
COJICPIKAHUIO TIOIIUTHIX TOKYMEHTOB B 3ar0JIOBOK JIeJia BHOCATCS U3MEHEHHUSI U JIOTIOJTHCHHMS.

HaHMCHOBaHI/IH OpFaHI/I3aHI/II/I nu Hoapameneﬂnﬂ, rog u HOMep aciia MOFyT HpOCTaBHHTBCH Ha
00JIOKKE C ITOMOIIBIO IIITAMIIA.

8.39. B mensix oOecrievyeHus] COXpPAaHHOCTU U 3aKpeIUICHHs TOPsAKa PAacHONOKEHUs! JOKyMEHTOB,
BKJIIOYEHHBIX B JE€J0, BCE €ro JIUCTHI, KPOME JIUCTA 3aBEPUTENII U BHYTPEHHEH OIMCH, HyMEpYIOTCS
apabckuMu mudpamu BajoBOM Hymepauueil. JIMCTBI HymepyroTcs TpaduTOBBIM KapaHIAIIOM MU
HyMepaTopoM (yHnoTpeOiieHne YepHHI U [IBETHBIX KapaHallel A HyMepaluu JUCTOB He AOMYCKaeTCs)
CBEpXY BHHU3, HU(QPBI IPOCTABISIIOTCA B IIPABOM BEPXHEM YIJIy JIMCTA, HE 3aleBas TEKCTa TOKYMEHTA.
JIucThl BHYTpEHHEH OMUCU HYMEPYIOTCSL OTIIEIBHO.

JIucTel nen, cOCTOAIMX U3 HECKOJIBKUX TOMOB MJIM 4acTel, HyMEPYIOTCS II0 KaXIOMy TOMY HJIU
Y4aCTHU OTIEIBHO.

JIOKyMeHTBI C COOCTBEHHON HyMepauuei JMCTOB HyMepyIOTCs B 00ILEM MOpsAKeE.

JIuct nroboro gopmaTa, MOMMIMTHIN 3a OAWH Kpaii, HyMEpyeTcsl KaK OJIMH JIKCT B MPAaBOM BEPXHEM
yray. COXKEeHHBIH JUCT pa3BOpavYMBaETCs U HyMEPYETCsl B IPAaBOM BEPXHEM yTiy. JIUCT, CIOXKEHHBIN 1
TIOJIIIHUTHIN 3a cepelnHy, TOJUIEKHUT MEPEIINBKE U HyMepyeTca KaK OJMH JIHCT.

Ecau B €50 MOAIIAT KOHBEPT C BIOKEHUEM, CHAYala HyMEPYETCS KOHBEPT, a 3aTEM OYEPEIHBIM
MOPSAKOBBIM HOMEPOM KK 0€ BIIOKEHHUE B KOHBEPTE.

Ecnmu B Hymepanuu nuctoB gomymnieHo 6omnee 10 omubok, Bce qeno HyMmepyertcst 3aHoBo. [Ipu aToM
cTapble HOMepa 3a4e€pPKUBAIOTCS, M PSAIOM CTaBUTCSI HOBBIM HOMED JINCTA.

[Ipy HaM4KK OTAETBHBIX OMIMOOK B HyMEPALMH JIHCTOB JIOMyCKAETCsl YIOTpeOieHHEe TUTEPHBIX (C
OYKBEHHBIMH JIOTIOJTHEHUSIMH ) HOMEPOB JINCTOB.

8.40. Tlocne 3aBepuicHHs HyMepalMM JIUCTOB COCTaBISETCS JHUCT-3aBEPUTENb JI€da, KOTOPBIN
pacrioslaraeTcsi B KOHILE Jena. B nucre-3aBeputene nudpaMu U HOPONUCHIO YKa3bIBAIOTCA KOJUYECTBO
JUCTOB B IAaHHOM JIeJie, 0COOEHHOCTH OTAETBHBIX TOKYMEHTOB (HESICHBIN TEKCT, Pa3phIBBI, CKICHKH).

.HI/ICT-SaBepI/ITeJ'IB AcJia TOAIMUCBIBACTCA €T0 COCTABUTECIIEM C YKAa3aHUEM JOJDKHOCTHU, HHUIIUAJIOB U
(1)aMI/IHI/II/I, JaTbl COCTAaBJICHUS.

KomnuectBo mucToB B ACJIC, YKa3aHHOC B JIUCTC-3aBCPUTCIIC ACJIA, IMPOCTABJIACTCA Ha 00JI0XKKE
Jcia.

Ecmu nmeno MEPEIJICTCHO U IMOAUINUTO oe3 JIMCTa-3aBEPUTEIIA, TO COCTaBJICHHBIN JINCT-3aBCPUTECIIb



MTOAKJICBACTCS K BHYTPEHHEH CTOpOHE 3aHel 00JI0KKH JIeTa.

8.41. lns yueTa MOKyMEHTOB OIIPENEICHHBIX KaTErOpHi IMMOCTOSHHOTO W BpeMeHHOro (cBhime 10
JIET) CPOKOB XpaHCHHsS, YY€T KOTOPBHIX BBI3BaH CHCHU(UKONW JOKYMEHTAIIMH, BKJIFOUECHHOW B CIIO,
COCTABJISICTCS BHYTPEHHSISI OTHCH JIOKYMEHTOB JIelia, TOMeIaeMasi B €ro Havao.

BryTpenHss ommch BKIIOYaeTCSl B Jieda, HWMEIOMIHE OCOOyI0 3HA4YMMOCTh, a TaKKe B JIena,
chopMUpOBaHHBIC TIO BUJAaM JOKYMCHTOB, 3aroJIOBKM KOTOPHIX HE PAaCKPBIBAIOT KOHKPETHOTO
COJlepKaHus TOKyMEHTOB.

BHYTpeHHﬂﬂ OMMCh NOKYMCHTOB J[I€JIa COCTABJIACTCA TAKXKE Ha 00BEMHBIC Jcj1a IMOCTOAHHOI'O M
BPEMCHHBIX (CBI)IIHG 10 J'IGT) CPOKOB XpaHCHHA B LCIIAX yUYCTa U 6I)ICTpOl"0 HaxXoXJIC€HUA NOKYMCHTOB B
Jce.

B xon1e BHyTpCHHCﬁ OIMCHU YKa3bIBaCTCA I_[I/I(bpaMI/I " IMPONHCHI0 KOJIUYCCTBO BKIIFOYCHHBIX B HEC
JOKYMCHTOB U KOJIMYCCTBO JIMCTOB BHyTpeHHeI‘/'I OIIMCH.

BHYTpCHHHﬂ ONNMCh NOKYMCHTOB [J€Jia IMOAIMUCBIBACTCSA COCTABUTEIIEM C YKa3aHUEM IOJKHOCTH,
WHHUIUAJIOB U (I)aMI/IJ'II/II/I, JaThbl COCTAaBJICHUS.

Ecnu neno nepemieTeHO U MOAMUTO O0e3 BHYTPEHHEH OMKMCH, TO COCTABJICHHAS BHYTPECHHSS OIUCH
MOJIKJIEUBAETCS K BHYTPEHHEH CTOPOHE JIMIIEBO OOJIOKKH JIela.

8.42. JIokyMeHThI NMOCTOSHHOTO, BpeMEHHBIX (cBbIme 10 J1eT) CpOKOB XpaHEHUS U MO JIUYHOMY
COCTaBY, COCTaBIIAIOLINE /IEJI0, IOMEIIAIOTCS B TBEpAbIC OOJIOXKKH M3 KapTOHA, HOIIUBAIOTCS B YEThIpE
MIPOKOJIa WX HEPEIIETAIOTCS ¢ YIETOM BO3MOXKHOCTH CBOOOZHOTO YTEHHSI TEKCTA BCEX TOKYMEHTOB, AT,
BU3 U PE30JIIOLUN Ha HUX. Pe3omtonuy pykoBoACTBa, COCTaBICHHBIE HA OTAEIbHBIX JIUCTAX, IOMEILAIOTCS
nepea IOKyMeHTOM. IIpu moaroToBke e K HOAIIMBKE (TEpEmyieTy) MpOBEpseTcS MPaBHIBHOCTH HX
dopmupoBanusi, OQOPMICHHSA, BCE IUIACTUKOBBIE M METAUIMYECKHE KpEIUICHHs, a TakKxke
TEPMOIIEPETIIIETHI U3 IOKYMEHTOB YAAJSIOTCS.

Jlena MOCTOSIHHOTO XpaHEHHs, COCTOSIIME U3 0CO00 LEHHBIX WM HE()OPMATHBIX JOKYMEHTOB,
MOTYT NIPUHUMATbHCS HA XPaHEHHE B 3aKPBITHIX TBEP/bIX MAMKaxX ¢ TPeMs KJIalaHaMH U C 3aBsS3KaMH WU B
KOpoOKax.

8.43. TloaroToBKa 3JIEKTPOHHBIX JOKYMEHTOB K Tepeiadye B apXWB OPraHU3alMU OCYIISCTBISIETCS
CTPYKTYPHBIM TO/Ipa3/ICJICHUEM OpraHU3allMyd - BIAJCIbIIEM COOTBETCTBYIOIIEH WHGPOPMAIMOHHON
CHUCTEMBl COBMECTHO C TOJpa3JeicHUeM (CHEIHMAIUCTOM), O0eCIeYMBAOIINM (DYHKIIMOHUPOBAHUE
UH(POPMAITMOHHON CHCTEMBI.

8.44. Ilpu noAroTOBKE 3JEKTPOHHBIX TOKYMEHTOB, OTOOPAaHHBIX K Iepeaue B apXUB OpraHU3alyy,
BBITIOJTHSIOTCS CJIEAYIOIINE OCHOBHBIE MTPOIIEYPHI paboThl ¢ JOKYMEHTaMU:

KOHBEpTaLUs 3JIEKTPOHHOTO TOKYMEHTa B OpPMaT apXUBHOT'O TOKyMeHTa <33>;

<33> [lynkT 4.34 IIpaBun XxpaHeHwUs.

¢dopmupoBanue B HHGOPMALMOHHOW CHCTEME OpraHM3allUM JJIEKTPOHHBIX JIeJ, SBIISIOLINXCS
COBOKYITHOCTBIO KOHTEHHEPOB JIEKTPOHHBIX JTOKYMEHTOB MJIM KOHTEHHEPOM 3JIEKTPOHHOIO TOKYMEHTa,
BKJIIOYAIOIIEM: KOHTEHT W METaJaHHbIE 3JEKTPOHHOTO JOKYMEHTa, (ailyibl 3JeKTPOHHBIX TMOANMUCEH U
BU3yaJIM3UPOBAHHYIO KOIHIO TEKCTOBOTO 3JIEKTPOHHOTO JIokyMeHTa B popmate PDF/A <32>;

q)OpMI/IpOBaHI/Ie OIMUCH DJICKTPOHHBIX ACJ, JOKYMCHTOB CTPYKTYPHOI'O MTOAPA3ACIICHUA,

MUrpanysa 3JICKTPOHHBIX AOKYMCHTOB Ha (1)I/ISI/I‘-ICCKI/I 000c00IeHHEIE MaTCepuaibHbIC HOCUTCIIU,
€CJIn JOKYMCHTBI IIEPEAarOTCd B apXWB OpraHusalni HE I10 HHq)OpMaHHOHHO-KOMMYHI/IKaIII/IOHHBIM
KaHallaM;
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MPOBEPKA BOCIPOU3ZBOIUMOCTH JECKTPOHHBIX JOKYMEHTOB;
MIPOBEPKa 3EKTPOHHBIX TOKYMEHTOB Ha HAIMYHE BPETOHOCHBIX KOMITBIOTEPHBIX ITPOTPaMM;

MOATBEPKJCHUE LIETOCTHOCTH SJICKTPOHHOIO JieJa JJIEKTPOHHON MOAMNHCHI0 PYKOBOAUTEIS
CTPYKTYpHOTO TIOMIpa3ieNieHrst (MHOTO YIIOJIHOMOYEHHOTO JUIa), OCYIIECTBIIIONIETO IOATOTOBKY
3JIEKTPOHHBIX TOKYMEHTOB K Tepejaye B apXUB OpraHU3aluu.

8.45. BHGKTPOHHBIC JOKYMCHTBI NEpCAArOTCA B apXUB OpraHusalvi 110 I/IH(I)OpMaIII/IOHHO-
TCHCKOMMYHI/IKaHPIOHHOﬁ CCTHU WM Ha (I)I/I3I/I‘ICCKI/I 000COOJICHHBIX HOCHTENIIX B COOTBETCTBHUH C
YCTAHOBJICHHBIMH  IIpaBUJIaMU <32>, 0e3 COXpaHCHUA JaHHBIX SJICKTPOHHLIX JOKYMCHTOB B
COOTBCTCTBYIOIIUX I/IH(bOpMaHI/IOHHI)IX CHUCTEMaAX.

8.46. Ommcy AeT COCTABIIAIOTCSA B CTPYKTYPHBIX MOAPa3AeNICHUSIX OPTaHU3aINH T10]] METOIHYECKUM
pykoBoacTBOM CIty>KOBI JICTOMPOU3BO/ICTRA.

Onucu Jien COCTaBISAIOTCS OTICIIBHO Ha JIeNia MOCTOSHHOTO XPaHSHMSI; Ieia BpeMeHHBIX (CBbIie 10
JIeT) CPOKOB XPaHEHUSI; Jejla 10 JTMYHOMY COCTaBY, SJICKTPOHHbIE JieNia, a TAKXKE Ha JeJia, COCTOSIIUE U3
JIOKyMEHTOB, XapaKTCPHBIX JIJIs JAaHHON opraHu3anuu (CyJaeOHbIe, CICACTBEHHBIC Je/Ia, HAyYHBIC OTUYCThI
0 TEMam).

Ormucu e CTPYKTYPHBIX MOAPa3IeNICHNI COCTABISIOTCS 1Mo (hopMaMm, yCTaHOBJIEHHBIM [IpaBrmaMu
XpaHeHus <34>.

<34> [lpunoxenust N 23, 24 k [IpaBunam XpaHeHUs..

o onucsim nen cTpyKTYpHBIX OApa3AEICHUI JOKYMEHTHI IEPeIaloTCsl B apXUB OPTaHU3alHU.

Ha nena BpemeHHBIX CpokOB xpaHeHHS (10 10 JeT BKIIOYXUTETHHO) OMUCH HE COCTaBISIOTCS, U B
apXWB TaKUe Jiea He TIePeTatoTCA.

[Ipu Hanmuum B opranuzanuu CO/1 onvcu aen GopMUpPYIOTCS B CUCTEME.

8.47. Omnucu fien CTPyKTYPHBIX MOJIpa3ieleHnid IPEACTARISIOTCS B apXUB OpPraHU3alluil HE paHee,
4YeM uepe3 OJIMH T'oJI, M He T03/IHee, YeM Yepe3 TPH ToJia MOCIIe 3aBEPIICHUs e B IeJIONPOM3BOICTBE.

8.48. OrnenbHast OMKCH MPEACTABIAET COOOH MepeueHb OMUCATENBHBIX CTaTeH ¢ CAMOCTOSATENLHON
MOPSIKOBOW HyMepalueH, Kax1asi 13 KOTOPBIX JI0JDKHA BKIIFOUATh CIEAYIONINE CBEICHUS:

MOPSIAKOBBIA HOMED JIeNa M0 OIHCH;
HHJICKC JIea;

3aroJIOBOK /€A,

KpaiiHue JaThl JIeN1a;

KOJIMYECTBO JIMCTOB B JICJIC;

CPOK XpaHEHUS JIeNa;

MPUMEYAHUSL.

8.49. Ilpu cocTaBICHHHM OIUCH I CTPYKTYPHOTO MOApa3aeieHUs] COOJIOMAIOTCS CIIEAYIOIIHe
TpeOOBaHUS:

3aroJIOBKM JIeJl BHOCSITCSI B OMHUCh B COOTBETCTBUHU C MPUHSATOM CXEMOM cHUCTEeMaTU3alluU M,
3aKpETJICHHON B HOMEHKIIAType JIeT;
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KaXa0C MOCJI0 BHOCUTCA B OINHUCH MOJA CaMOCTOATCIIBHBIM MHNOPAAKOBBIM HOMCPOM (CCHI/I pi(SAI (o)
COCTOUT M3 HCCKOJbKHX TOMOB HIJIHN ‘-IEICTGFI, TO KaJIbId TOM WM YacTh BHOCSTCS B ONHCH IO
CaMOCTOATCIIbHBIM HOMepOM);

MOpAAOK HyMEpaluu ACJI B OITUCH - BaJ'IOBI)II‘/'I;

rpadbl OMKCH 3aTONHSIIOTCS B COOTBETCTBUH C TEMH CBEJCHUSMHE, KOTOPHIC BEIHECEHBI HA OOJIOKKY
Jena;

[IPY BHECEHUH B OIKCH MOAPSII e (TOMOB, YacTel) ¢ OAMHAKOBBIMH 3ar0JIOBKAMH 3ar0JI0BKH BCEX
Jien (TOMOB, 4acTel) MUIIYTCS MOJHOCTHIO; TIPU BHECCHUU B OMKCH MOCIIEAHET0 3arojioBKa J00aBisIeTCs
cnoso "llocnennuii");

rpada ommcu "llpumedanus" wcCmomb3yeTca UII OTMETOK O TPHEME Jell, OCOOEHHOCTAX WX
(hU3UYIECKOTO COCTOSIHUS, O Mepeaade Ae APYTuM CTPYKTYPHBIM MOAPa3eiEHUEM CO CChUIKOM Ha aKT, O
HAJINYMH KOTIUH.

8.50. Ilepem BHeceHHWEM 3arojIOBKOB JEII B OIMMCH ITPOBEPSIOTCS KadecTBO (OPMHPOBAHHUSI H
O(pOpMJ'IeHI/Iﬂ ACJI, COOTBCTCTBUC KOJIMYECTBA ACJI, BHOCUMBIX B OIIUCH, KOJIMYCCTBY 3aBCACHHBIX ACJI I10
HOMEHKJIAType Je7 OpraHnu3aIiH.

B xonme ommcu Bciieq 3a IMOCHCIHEH OINMMCATEIBRHON CTAaThel 3aloiHSCTCS WTOroBas 3amuch, B
KOTOpOW yKa3bIBalOTCH (IMdpaMu M MPOMHCHI0) KOJIMYESCTBO [N, YMCIAIIMXCS MO OIKCU, TIEPBBIA U
MOCTIEIHNA HOMepa e 10 OMKCH, a TAaKKe OrOBaAPHBAIOTCS OCOOCHHOCTH HyMepalluyl JeNl B OIMCH
(MTepHBIe HOMEpa ¥ MPOITYIIeHHBIE HOMEPA).

8.51. Ilopsnok mprCBOEHUS HOMEPOB OMHCSM /1€ CTPYKTYPHBIX MOJIpa3AeNieHN YCTaHABINBAETCS
10 COIIACOBAHHUIO C apXUBOM OPraHU3ALNH.

8.52. Ilpu cocTaBieHUU ONKUCH 3IEKTPOHHBIX J€1 B OMUCH BKIFOYAKOTCS:
MOPSIIKOBBINM HOMEP 3JICKTPOHHOTO Jieja 10 OIUCH;

HHJICKC DJICKTPOHHOTO JIENa;

3aroJIOBOK JIeJa;

naTa jaeia (ToMa, 9acTH);

CPOK XpaHCHHMS JICJIa;

00BEM 3TIEKTPOHHOTO JieTa B MO;

MPUMEUYaHUSL.

B cocraBe ommcu anektpoHHBIX aen B COJl popmupyercss peecTp 3JMEKTPOHHBIX JTOKYMEHTOB
(KOHTEHHEPOB SJEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBEIACHUS 00 3JIEKTPOHHBIX
JIOKYMEHTaX, BKJIFOUEHHBIX B KQKJI0€ JIEKTPOHHOE JIEO.

8.53. Onucu en CTPYyKTYPHOTO IMOApa3AesieHHs TIOIIICHIBAIOTCS PYKOBOIUTENEM IOApa3eiieHus,
coryacoBeIBaroTCs DK cTpyKTypHOTO mofpaszaeneHus (mpu ee Hamnaumn) U Ciry:k00#t 1e10mpon3BOICTBA.
PeeCTp OJICKTPOHHBIX AOKYMCHTOB, HBHHmHIHﬁCﬂ MNPUIOKCHUEM K OITMCHU BJICKTPOHHBIX JOKYMCHTOB,
MOJIITUCHIBACTCS COCTaBUTENIEM peecTpa C YKa3aHWEM JIOJDKHOCTH, WHHUITHAIIOB, (QaMHIIUH, JaThl
COCTaBJICHUSL.

8.54. Onmcu n1en CTPYKTYPHOTO MOApAa3AeICHUs OPTaHM3aIlUN COCTABIISIOTCS B ABYX 3K3EMITISIpax
Ha OyMa)KHOM HOCHUTEJIe, OJIUH M3 KOTOPBIX TEepEeAaeTcss BMECTE C JieJlaMH B apXWB OpTaHU3alluu, a
BTOPOH OCTAae€TCsi B KAdyeCTBE KOHTPOJIBHOIO 3K3EMILUIIpa B CTPYKTYPHOM IHOJpasfeleHuu. B apxus
OpraHM3alMyi TaKXe IMepeaacTcs Mo AK3EMILIAPY ONMHUCEH Jel B JJCKTPOHHOM BHIE B PEAAKTHPYEMOM



dopmare Ui MCIONB30BaHUS B JallbHEWIIEM JJIsl MOJTOTOBKU apXWUBHBIX OIMUCEH JIeN, JIOKYMEHTOB
(TOIOBBIX pa3aeIioB).

8.55. Jlena mepenaroTcs Ha XpaHCHUE B apXUB OPTaHU3AIlUU B COOTBETCTBUU C TPAUKOM Meperadu
JIOKYMEHTOB, YTBEpPKJICHHBIM PYKOBOJWTEIEM OPTaHHU3AIMH WM WHBIM YHIOJHOMOYEHHBIM UM JIUIIOM U
COTJIACOBAaHHBIM C PYKOBOAMTEISIMH CTPYKTYPHBIX MOAPA3IEICHUH.

8.56. [lema mOCTOSIHHOTO M BpeMEHHBIX (cBbimie 10 5€T) CPOKOB XpaHEHHs, IOKYMEHTHI IO
JMYHOMY COCTaBY, 3JIEKTPOHHbBIC JOKYMEHTHI NEPEAAlOTCsl B apXUB OpraHU3alMi HE paHee, 4eM depe3
roJi, ¥ He IO3JHEee, YeM Yepe3 TPU I'ofa IOCIIe 3aBePIICHHS UX B AEJIONPOU3BOICTBE.

8.57. llepemaua pgem B apXWB OpraHU3alldd TMPOU3BOAUTCS IO OMHCIM JEI CTPYKTYPHBIX
Mopa3IeJIeHUMN.

8.58. VYmomHOMOYCHHBIH paOOTHHK apXwBa IPOBEpPSECT TNPABIWIBHOCTE OGOPMICHUS |
(dhopMUpOBaHUS JEJN, TPAaBWILHOCTH COCTABJICHUS ONHCEH JIeJ, COOTBETCTBUEC KOJHMYECTBA JIET,
BKITFOYEHHBIX B OITUChH, KOJIMUYECTBY Jiell, CQOPMUPOBAHHBIX B COOTBETCTBHU C HOMEHKJIATYPOU JICII.

BrlsiBIeHHBIE TIpH TIPOBEpKE HEAOCTATKU B (OPMUPOBAHMUM W O(OPMIICHHH Jell PaOOTHHKH
CTPYKTYPHOT'O TIOApa3AeICHUs 00sI3aHbl yCTPAHUTD B ABYXHEACIBHBIN CPOK.

8.59. [IlpuemM Kaxaoro Jnena B AapxXuB OpraHu3allMid  IPOU3BOAUTCA B  MPHUCYTCTBUU
JENOTIPON3BOIUTENSI CTPYKTYPHOTO Tojpa3zjaeneHus. [lpu 3ToM Ha 000MX 3K3eMIUIIpax OMUCH MPOTUB
KaXXZIOT0 /IeJa, BKJIIIOYEHHOI'O B Hee, AEIaeTCsl OTMETKa O HaJM4YuM Aejia. B KOHIe KaXIoro SK3eMIuisipa
ONKCH B UTOTOBOM 3alMCH yKa3blBaeTCsd LHU(PaM{ U MPOIMHUCHIO KOJUYECTBO (DAKTUUECKH MPUHSTHIX B
apxuB Jell, B TOM 4MCJIE 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOIIUX JeJ, JaTa IpueMa-lepenadu Aei, a
TaKXKe MOJINCH JIULA, OTBETCTBEHHOI'O 33 apXMB, U JIMLA, IEPEIABIIETO Aea.

Uroroas 3ammch TOATBEpKIAeTCS TOAMUCAMH  COTPYJHHUKA apXWBa MW  COTPYIHHUKA
(menompou3BoANTENS) CTPYKTYPHOTO TOJPA3JENCHUs], MepelaBliero aena Ha OyMaKHOM HOCHTENE H
3JIEKTPOHHBIE JIeNa.

8.60. Ilepenaua 3MEKTPOHHBIX JOKYMEHTOB B apXWUB OpraHU3alldd MPOU3BOAMUTCA Ha OCHOBAHUU
OTIMCEH ANEKTPOHHBIX JIe 10 MH(POPMAIMOHHO-TEIIEKOMMYHUKAIIMOHHON ceTH (IpW HAJMYUK B apXUBE
opraHuzalMd HMH(QOPMALMOHHOM CHUCTEMBI) MM Ha (U3NUECKH OOOCOOJEHHBIX MaTepUalIbHBIX
HOCHUTEJISIX, KOTOPBIE MIPEICTABIISIIOTCS B IBYX HACHTUYHBIX 3K3eMIUIIpax.

8.61. B cimyuae NMKBHIAIMHM WM PEOPraHU3alMU CTPYKTYPHOTO TOAPA3JENICHUS] OpraHu3aluu
JIeTIONPON3BOIUTENH TTOIPA3ACICHHs B IEPHO/I IPOBEICHHS JINKBUIAIIMOHHBIX MEPOIPUATHI (hOpMUPYET
BCE MMEIOLINECS JOKYMEHTHI B Jiesia, 0popMIIseT JieNa 1 NepeiaeT uX B apXUB OpraHU3aIii, HE3aBHCUMO
OT cpokoB xpaHeHus. [lepenaua e ocymecTBIsETCS O ONKUCAM JIeT U HOMEHKIIAType Aed.

8.62. Ha nmena ¢ MCTEKIIMMU CPOKaMHU XpaHEHHUS B CTPYKTYPHBIX MOJpa3AeiICHUAX OpraHU3aIUH
COCTABJISIFOTCSI TPEUIOKEHUS K aKTy O BBIACICHUM K YHHUYTOXKECHHUIO JOKYMEHTOB, HE MOJICKAIINX
xpaHeHuto (1o Gopme, ycranoBineHHoH [IpaBunamu xpaneHust <35>

<35> [Ipunoxxenue N 21 x [IpaBunam xpaneHus.

Ha ocHoBe mpeyioxkenuii CTpyKTypHBIX Tioipa3aencHuii Ciryxx0a Aeonpon3BOJICTBA OPTaHU3AIHN
COCTaBJISIET aKT O BBICJIIEHUM K YHUUYTOXKEHHUIO JIOKYMEHTOB, HE MOJJIEXKAIIMX XPaHEHUIO, Ha Jieja Becel
OpraHM3aIlMy Mo TOH ke opMme. 3aroIOBKH OJAHOPOIHBIX J€J, OTOOPAHHBIX K YHHUYTOXKEHHUIO, BHOCATCS B
aKT TI0JT OOIIMM 3ar0JI0BKOM C YKa3aHHUEM KOJUYECTBa JIe, OTHECEHHBIX K JIAHHOW TPYIIIE.

8.63. Jlena BKJIIOYAIOTCS B aKT O BBIACICHHUU K YHUUTOXXCHHUIO JOKYMEHTOB, HE MOJICKAIIUX
XpaHEHHWIO, €CIM TPETyCMOTPEHHBIA IJIT HUX CPOK XpaHEHWS WUCTEK K | sHBaps rofa, B KOTOPOM
cocraBieH akT. Hampumep, 3akondennbie B 2014 roay nena ¢ 3-JIeTHUM CPOKOM XPaHEHHUsS, MOTYT OBITh
BKJIIOUEHBI B aKT, KOTOPBIK OyaeT coctaBiieH He paHee 1 ssuBaps 2018 rona.
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8.64. Jlena c ormerkoii "OIIK" <36> momiexaT MOJMCTHOMY HPOCMOTPY B LENSX BBISABICHUS
JOKYMEHTOB, IOAJIEKAIIUX IIOCTOSHHOMY XpaHCHHIO. BBIABIGHHBIE B TakUX JeJlaX JOKYMEHTHI
MOCTOSIHHOTO XPAHEHHUs BBIACIAIOTCS W MPHCOCOUHAIOTCS K OJHOPOAHBIM JieNiaM WK (OpMHUPYIOTCS B
CaMOCTOSITEIbHBIE JIETA.

<36> Otmetka "DIIK" o3HavaeT, 4TO 4acTh JOKYMEHTOB MOXKET OBITh OTHECEHA K CPOKY XPaHEHHUS
"HOCTOSIHHO".

OcranbHble TOKyMEHTHI Aena ¢ otmerkoit "OIIK" Brirowatores B akt, mpu 3ToM otMeTka "IIIK" B
aKT€ HE YKa3bIBACTCH.

8.65. AKT 0 BBIJICNCHHMM K YHUYTOXKCHHUIO JIOKYMEHTOB, HE TOJICKAIIUX XPAHCHHUIO,
MPEAICTABISIETCS Ha paccMOTpeHue U corjacoBaHue DK OIHOBPEMEHHO C OMHUCSAMH JIEN MOCTOSHHOTO
XpaHEHUS U 110 TUIHOMY COCTaBy.

8.66. AKT 0 BBIJIEIIEHNH K YHUYTOKEHHUIO IOKYMEHTOB, HE TTOJIEKAINX XPAHEHUIO, YTBEPKIACTCS
PYKOBOJIUTENEM OpraHu3anuu mocie yrepxkacHus JIIK apxuBHOro yupexaeHus, rocyJapCTBEHHOIO
WM MYHUIMOAIBHOIO apXUBa B COOTBETCTBHM C MPENOCTABICHHBIMU €My MOJHOMOYHMSIMHU ONUCEH Jen
MOCTOSIHHOTO XPAHEHWs] M COIJIAaCOBAHMSI ONMCEH [ed IO JUYHOMY COCTaBy, IIOCJIE YEero nena,
BBIJICJICHHBIC 110 aKTY K YHUYTOXXCHHIO, MOTYT OBITh YHUYTOXKCHBI.

8.67. lena, mojuiexxanue YHUUTOXKCHUIO, TIEPEJAOTCs Ha nepepadoTKy (yruimzanuio). [lepenada
JiesT 0popMIIIETCS] TPUEMO-CAATOYHON HAKIIaHOM.

Ilocne YHUUYTOXCHUA ACTT B HOMCHKIIATYPEC ACI IMPOCTABIIAIOTCA OTMETKHU, 3aBEPACMBIC IOAIINCBIO
cneranucTa Ciry»KObI I€TIONIPOU3BOICTBA, U TATOU:

"VaunuroxeHno. Cm. akt N oT . [Monmucek, nHUIMAIEL, hamMuus'.

8.68. DneKTpoHHBIE JOKYMEHTBl C HCTEKIIMMHU CPOKaMU XpaHEHHS MOJJIeXaT BBLIEICHHUIO K
YHUYTO)KEHHIO Ha OOLIMX OCHOBAHHUSX, ITOCIE YEro MPOBOAWTCA MX (U3MUECKOE YHHUYTOKCHHE WU
YHUYTOXKEHHE NPOTrPaMMHO-TEXHUYECKUMH CPEJCTBAMU C COOTBETCTBYIOIIEH OTMETKOHW B aKTe O
BBIZICJICHUH K YHHYTOXKECHUIO AJICKTPOHHBIX TOKYMEHTOB.

ONEeKTPOHHBIE JOKYMEHTBI CUMTAIOTCH YHHUYTOXKECHHBIMHM, €CIM WX HEIb3% BOCCTAHOBUTH
cpeacTBaMu HH(POPMAITUOHHON CUCTEMbI HAa HOCHUTENSIX MHPOPMAIUH U U3 PE3EPBHBIX KOITHH.

8.69. AKTBI O BBIJEJCHHH K YHHYTOKEHHIO JIOKYMEHTOB, HE TOJUICKAIINX XPAHEHHIO, XPAHSITCS
MOCTOSTHHO B jiejie GoHa.

IX. Opranmzanusi A0CTyNA K JOKYMEHTaM M UX HCIO0JIL30BaHUSI

9.1. Beimaua pgen, Haxonsmuxcs Ha xpaHeHnu B CiryxOe JeNONpOW3BOJCTBA, CTPYKTYPHBIX
MOJIPA3ICNICHUSX OPraHu3aluk PaOOTHUKAM APYTHX MOJpPA3JICICHUN i O3HAKOMIICHHUS W (WIH) JUIs
BPEMEHHOT'O HCIOJIb30BaHUS B pabOTe MPOU3BOJUTCSA MO 3ampocaM, MOIMHCAHHBIM PYKOBOJUTEIIEM
(3amecTuTeNIEM PYKOBOJUTEINS) CTPYKTYPHOTO TOJPA3ICIICHHMsI, 3aIPAIMBAIONIECTO JIe70 (IOKYMEHT) U C
paspenienus pykoBoutens CiaykObl JeTOMPOU3BOJICTBA HIIK CTPYKTYPHOTO MOJIPA3JIEIICHUs, JOKYMEHTBI
KOTOPOTO 3aIpaIliBaOTCsl.

9.2. lena, TOKYMEHTHI BBIJAIOTCS BO BPEMEHHOE MOJIb30BaHNE paOOTHUKAM OpraHU3allMi Ha CPOK
He 00JIe€ OHOI0 MECSIIA.

FOCY,I[apCTBeHHBIM OopraHamMm (CYI[€6HLIM, MMpaBOOXPAHUTCIIbHBIM, OpraHaM TOCyAapCTBCHHOI'O
KOHTPOJIA U Haj:[3opa) Acjia U OTACIBbHBIC MOOKYMCHTBHI BBIJAIOTCA Ha OCHOBAHUM HUX IMUCBMEHHBIX
3aIIpoOCOB C pa3pCUICHUSA PYKOBOAUTECIIA OpraHU3allvui WM UHOTO YIIOJHOMOYCHHOI'O UM JIMIid, 10 aKTaM
Ha CPOK HE Oollee mIecTH MCCAIICB.



HpI/I HGO6XO,I[I/IMOCTI/I CPOK HUCIOJB30BaHUA JOKYMCHTOB MOXKCT OBITH MMpOdJICH.

9.3. B miceMeHHOM 3amnpoce pabOTHHKOB OpTraHU3aINH O BhIIa4€ JOKYMEHTOB (1e71) BO BpEMEHHOE
MOJIb30BAHUE M3JIArar0TCsl TMPUYMHBL, 10 KOTOPBIM 3alpalliuBaeTcs Jelo (JOKyMEHT) U  IIeJb
UCTIOJIb30BaHHS JIOKYMEHTOB, HAXOJISAIMXCS HA OTNIEPATUBHOM XPaHCHHHU.

9.4. Ha BEITaHHOE JEJI0 3aBOJIUTCS KapTa-3aMeCTHTENh, TIOMeIaeMas Ha MECTO BBIIAaHHOTO Jiena. B
HEW YyKa3bIBAIOTCS HWHACKC Jelia, JaTa €ro BBIJA4Yd, KOMY JeJ0 BBIJaHO, JaTa €ro BO3BpaIlcHUS,
MpeTycMaTpUBArOTCs Tpadbl ISl TOANKCEH B MMONYYEHUH | TIpHEeMe Jenia.

Ha wmecto wu3psToro moanmuHHWKA [OKyMeHTa paboTHUK CiyXObl OeNONpOM3BOICTBA HIIH
JIEJIOTIPOU3BOAUTENb MOAPA3ACICHUS BKIAABIBACT B JEIIO JIUCT-3aMECTUTEINb C YKa3aHUEM, KOrja, KoMy U
Ha KaKOW CPOK BBIaH JOKYMEHT M TIOANHCAMU B TOJYYeHWH W TpueMe xaena. llpu stom B gemo
TTOMEIIAaeTCA 3aBepeHHast KOMUs TOKyMEHTA.

Ilocne pelieHuA BOIIpOCa, HJIA PAaCCMOTPCHHA KOTOPOro aciia (HOKYMGHTI)I) HU3BIMAJIUCh II0
3amnpocaM TOoCyAapCTBEHHBIX OpPTraHOB, IMOAJIMHHUKKA JOKYMEHTOB HOOJIXKHBI OBITh BO3BpaIll€cHbl B
OpraHu3aluilo 1 NOMCEIICHLI B 1€JI0.

9.5. DNEKTPOHHBIC JTOKYMEHTBI, HAXOSIIMECs Ha OINEPATUBHOM XpaHCHMHM B 0a3ax JaHHBIX
WH(GOPMAITMOHHBIX CHCTEM, BBIAIOTCS JUISA WCIIONB30BAHUS B BHJE KOMHMA SJIEKTPOHHBIX TOKYMEHTOB B
COOTBETCTBHHU € IIYHKTOM 2.51 IIpumepHOi HHCTPYKITUH.

9.6. Ilopsiok mocTyna paOOTHUKOB OPTaHU3AIMU K JIOKyMEHTaM, pa3MmerniaeMbiM B COJl uinu uHO#M
WHPOPMAIMOHHON CHUCTEME, YCTAHABIMBACTCS JIOKAIHHBIMH HOPMATHBHBIMH aKTaMU OpraHU3allvy,
OMpPCACIAIOIMUMUA  TMOPAAOK SKCILTyaTalluu I/IH(I)OpMaHI/IOHHOI\/'I CUCTEMBI, U B COOTBCTCTBUHU C
MEPCOHANBHBIMU YUYETHBIMH 3aTUCIMHU paboTHUKOB B CO/] vmn nHON MHGOPMAIIMOHHON CHCTEME.

PaGoTHuKaM, HE WMEIOMIMM MpaBa JOCTyNMa K COOTBETCTBYIOIIEW HH(DOPMAIMOHHON CHCTEMe,
AJIEKTPOHHBIE TOKYMEHTHI BBIIAIOTCS B COOTBETCTBHU ¢ TyHKTamu 9.1 - 9.3 [IpumMepHoii HHCTPYKLIMH, Ha
¢u3nyecku  000COOJICHHOM  HOCHTENC, BBICBUIAIOTCS IO  DJIGKTPOHHOMY  ajapecy paOOTHHKa,
3aMpalIBAOLIETO JOKYMEHT, WJIM HHBIM 00Pa3oM.

9.7. B Ciyx0e nenonpou3BOCTBa, CTPYKTYPHOM TOPA3CICHUH, BBIIABIIEM €710 (JOKYMEHT)
BEJIETCSL yUEeT BBIIAHHBIX JeNl (JOKYMEHTOB) M KOHTPOJbh WX CBOEBPEMEHHOTO BO3BpaTa. DJIEKTPOHHBIE
Jena (JJOKYMEHTBI) BO3BpaTy He MOJyIexkar.

9.8. PaGoTHUKH OpraHm3anuu 00s13aHBl 00ECIEUYNBAaTh COXPAHHOCTH MOJYYEHHBIX BO BPEMEHHOE
HOJIb30BaHUE IOKYMEHTOB (J1eJ1) Ha OyMa)KHOM HOCHTEIIE U UCIIOJIh30BaTh IOJIyYeHHYI0 MH()OPMALIIO B
CIIy’)K€OHBIX LENSX B COOTBETCTBUM C TPEOOBAHMSMH JIOKAIBHBIX HOPMATHBHBIX aKTOB. 3aIlperiaercs
nepefaya TMOJMYYEHHBIX JOKYMEHTOB WM HMX KOMWH pabOTHUKAM JpyruxX MOJpa3CIeHUH WU
OpraHu3aiuii.

9.9. WzbsatHe (BbIEMKA) [IOKYMEHTOB, OOpa30BaBIIMXCS B JAEATEILHOCTH OpraHM3alUH,
IIPOU3BOIUTCS B COOTBETCTBUU C 3aKOHOAATENLCTBOM Poccuiickoit denepanmu.

9.10. 13bsatue (BBIeMKa) JOKYMCHTOB IMPOU3BOJUTCA HAa OCHOBAHUHN MHCBMCHHOI'O PACIIOPAKCHUSA
(HOCTaHOBJ’ICHI/IH) COOTBCTCTBYIOLICTO OpraHa BJIACTH C PA3pCHICHUA PYKOBOAUTCIISI OPraHU3allUv UJIHA
HWHOTO YIIOJTHOMOYECHHOI'O UM JIMIla C U3BCUICHUEM PYKOBOJIUTEIIA NOAPA3ACTICHUA, JOKYMCHTBI KOTOPOT'o
HU3BIMArOTCs.

9.11. ®akT u3bATH (BBIEMKH) TOKYMEHTOB (PUKCHPYETCS B MPOTOKOJIE (AKTE) M3BATHS (BBIEMKH)
JIOKYMEHTOB, KOTODBI COCTaBJISETCSI HE MEHee 4YeM B JBYX OK3eMIUIApax U TIOJAIUCHIBACTCS
YIIOJIHOMOYEHHBIMH MPECTABUTEISIMA OPTaHU3alli U COOTBETCTBYIOILETO TOCYIapCTBEHHOro oprana. K
NPOTOKONY (aKTy) IpHJIaraeTcs ONuch (PEECTp) U3BATHIX JOKYMEHTOB (I€).

9.12. HpI/I U3BATHUU NNOAJIMHHUKOB JOKYMCHTOB B A€JIO IMTOMEIIACTCA 3aBEPCHHAA KOIIUA JOKYMCHTA,
Ha 060p0Te KOTOpOﬁ YKa3bIBACTCA OCHOBAHUC H3BATUSA MOAJIMHHHUKA, CPOK BO3BpATa, AaTa U NOAIUCH
pa6OTHI/IKa, OTBCTCTBCHHOI'O 3a (l)OpMI/IPOBaHI/Ie W/ UIn XpaHCHHUC Acia.



9.13. TlonnMUHHUK AOKYMEHTA, U3bITHIA U3 J€Ia HA OCHOBE COOTBETCTBYIOLIETO PEIICHUS, MOCIE
pPacCMOTPEHHUS U PEIICHHSI BOIIPOCa, BO3BPAIIAETCS B ACIIO, IIPHU dTOM KOIIHSI, IIOMEITICHHAS B IO BMECTO
IOJJIMHHUKA, U3bIMACTCH.

X. UzrorosiieHue, yueT, MCII0JIb30BaAHHE U XPAHEHHE NeYaTei,
IITAMIOB, 0JIAHKOB IOKYMEHTOB, HOCUTeJIeil JIEKTPOHHBIX MOAMUCEH

10.1. braskm opraHU3aIMOHHO-PACTIOPAAUTEIHHBIX TOKYMEHTOB pa3padateiBatorcs Coyx0oit
JIEIIOTIPON3BOJICTBA. BUIbI O1aHKOB OpraHU3alMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB, TPEOOBAHUS K UX
OpOPMIICHHUIO M  WCIOJIb30BAHWIO  YCTAaHABIMBAIOTCS  HMHIUBUAYAIBHOH  WHCTPYKIMEH 110
JIENIOTIPON3BOJICTBY OpTraHU3aLUH.

10.2. O6pa3ipl 6J1aHKOB JOKYMEHTOB YTBEP)KIAIOTCS B COCTaBEe MHAWBUIYATHHONH HMHCTPYKIIUHU 10
JIEJIOTIPON3BOJICTBY MJIM MTPUKA30M PYKOBOJHUTENSI B COCTaBE KOMILIEKTa (a1b00oMa) OJIaHKOB.

10.3. B opranu3anuu sl MOATOTOBKH JJOKYMEHTOB MOTYT HCIIOJIb30BAThCSl OJIAHKH JIOKYMEHTOB,
H3TOTOBIICHHBIE THUIOTPA(QCKUM CITIOCOOOM HITH CPEICTBAMH OTICPATHUBHON MTOJIUTPAPHUH.

OpI‘aHI/I?,aHI/II/I BIpaBC IpHU IOATOTOBKE MOOKYMCHTOB MHCIIOJIb30BATH JSJICKTPOHHLBIC IHa6HOHI>I
OlaHKOB. ODJNEKTpPOHHBIE TIa0JIOHBI OJAHKOB JIOJDKHBI COOTBETCTBOBATH O0pasmaM  OJIaHKOB,

YTBEPKAECHHBIX PyKOBOJIUTEIEM OpraHU3aIIH.

10.4. bnanku opraHU3aIlMOHHO-PACTIOPATUTENBHBIX TOKYMEHTOB, IPUMEHSIEMbIE B OpraHHU3allyH,
HE MOTYT IepelaBaThCsl APYTUM OpraHU3aLusIM, JODKHOCTHBIM U (PU3HYECKUM JIMLAM.

10.5. Cyx0a Ae0nporu3BOICTBA OpraHU3allHH:

oopmisieT 3aKka3bl Ha W3rOTOBJICHUE OJAHKOB OPraHU3aLUOHHO-PACHOPSIUTEIbHBIX JOKYMEHTOB
TUNOTpa)CKUM CIIOCOOOM HJIH CPEACTBAMH OTIEPATUBHOM monurpaduu;

OCYIIECTBIISIET XpaHeHue OTaHKOB OpraHU3allMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB U BBIAAYY UX
B CTPYKTYPHBIE [TOJIPa3ICJICHHsI OpPraHU3aLNH;

OCYIIECTBIISIET KOHTPOJIb 3@ MPAaBIIBHOCTBIO HCIOJIBb30BaHMS OJIAHKOB OpPraHM3aI[MOHHO-
pacropsAUTENbHBIX JOKYMEHTOB <37>.

<37> HHauBuAyanbHONM WHCTPYKLUMEH IO JAEJIONPOM3BOACTBY OpraHM3allMd MOXET OBITh
NPeayCMOTPEHO BeleHHE yueTa OJaHKOB TOKYMEHTOB.

10.6. B opranuzanuu B cooTBeTcTBHH ¢ DenepanbHbIM KOHCTUTYIMOHHBIM 3akoHOM "O
I'ocynapcrBennom repbe Poccuiickoit @enepanyn’ <38> 1 ycTaBOM OpTraHW3allUU UCTIONB3YETCS IeYaTh
¢ BocupomsseneHneM ['ocynapcteennoro repba Poccuiickoit denepaunu (nanee - nedats OpraHu3aLym).

<38> @epepaibHbli KOHCTUTYLUMOHHBIH 3akoH oT 25 pekabps 2000 r. N 2-®K3 "O
l'ocynmapcrBennom r1epoe Poccuiickoit ®enepanuun” (CoOpaHue 3akoHOJAaTeabCTBAa Poccuiickoi
®eneparmu. 2000, N 52, cr. 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).

B OpraHuvs3anun TakKXXE MOT'YT HUCIIOJIB30BATLCA II€YATHU HOHpaSHeHeHHﬁ, ncyaTtu IJis1 IakK€TOB MU
OTACIBbHBIX KaTel"OpI/Iﬁ JAOKYMCHTOB, a4 TAaKKC€ MCTAJUIMYCCKUC BBDKUMHBIC NCUATU JIs OINCYAThIBAHUSA
HOMCH.[CHI/Iﬁ " yAOCTOBCPCHUS CIICHUAJTIBHBIX IPOITYCKOB.

B oprammzanpym MOXKET HCIIONB30BaThCS MTaMI (MITaMmmbl) C (AKCHUMWIBHON TMOIIHCHIO
PYKOBOJIUTENSA U UHBIX JOJKHOCTHBIX JIMII.
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[Mopsimok WCHONB30BaHHS IITAMIOB C (AKCUMIIIBHOW TOAMKUCHI0 PYKOBOJUTENS W HWHBIX
MOJDKHOCTHBIX NIl  <39>, BHUIOBI JOKYMEHTOB, IIOANHUCHIBAEMBIX (DaKCHUMIUIBHONW — TIOJITHCKHIO
YCTaHABIMBACTCS JIOKATIbHBIM HOPMATUBHBIX aKTOM OpTaHU3aIIUH.

<39> C yuerom momnokeHuil myHkTa 2 crateu 160 wactu I ['pakmanckoro xogekca Poccuiickoit
Oenepannu (Cobpanue 3akoHOmaTenbcTBa Poccuiickort denepanuu. 1994, N 32, ct. 3301; 2011, N 15,
cT. 2038).

10.7. Tlewats opranuzanum ¢ BOcHpom3BedeHHEM [ocynapcTBeHHoro repba Poccuiickoit
®denepanyu T0JKHA COOTBETCTBOBATh TpeOoBaHusaM, yctaHoBieHHBIM ['OCT P 51511-2001 "Tleuatu ¢
Bocmpom3BeaeHneM [ ocymapcTeHHoro repba Poccmiickoit denepannu. @opma, pazMepsl U TEXHIUECKHE
TpeboBaHms" <40>.

<40> T'OCT P 51511-2001 "Tleuatu ¢ BocnpousBenenueM ['ocynapcTBenHoro repba Poccuiickoit
Oenepanyu. opma, pazmepsl U TexHuueckue Tpebosanus”. - M.: UIIK H3a-Bo cranmaptos, 2004, c
n3meHeHusMH N 1 - 4.

10.8. Ileyatn W mTammbl OPraHU3allMHd HM3TOTABJIMBAIOTCS B KOJIMYECTBE, HEOOXOAMMOM JIJIs
OCYIIECTBJICHHS MOJAPa3ACICHUSIMY OpraHW3alMi U ¢¢ PaOOTHUKAMH BO3JI0KCHHBIX HA HUX (DYHKIIMH.
Pemennie 00 M3roTOBIEHNH M KOJMYECTBE SK3EMILISIPOB TeUaTe M IITAMIIOB IPUHIMAET PYKOBOJIUTEIh
OpraHM3aIlMU 0 MPECTABICHUIO pyKoBoauTeNs Ci1yKObI IEII0NPOU3BOICTBA OPraHU3alUH.

Ecau neuats Opranuv3anuu HUCIOJb3YCTCA B HECKOJIBKUX 3K3CMILIAPAX, HOMEP SK3EMIIApa Me4aTu
YKa3bIBA€TCA B KIIMIIEC I€YATU ITPU €€ U3rOTOBJICHUH.

10.9. IleuaTpl0 OpraHM3alvy 3aBEPSIOT MOMIUHHOCTH MOANMMCH PYKOBOJIUTENS OpPraHHU3allUUd U
MHBIX YIIOJIHOMOYEHHBIX UM JIHII, Ha JJOKYMEHTAX U KOMHUAX JOKYMEHTOB B COOTBETCTBHU C ITyHKTOM 2.49
[IpumMepHON HHCTPYKLIMH.

10.10. Iledatn u mTamIbl BBIIAIOTCS ISl UCIIOJIB30BaHUS PAOOTHHKAM, OTBETCTBEHHBIM 33 HX
WCIIOJIb30BAaHUE M XPAaHEHUE MOJ MOJANUCH B >KypHaje ydera nedyaredl W IITaMIoB. YUeT nedyaTed u
IITaMITOB opranu3anuu BeneT Ciryx0a IeI0mpon3BOACTBA WIH HHOE TIOJIpa3/ie]IeHHe OPTaHU3aIlNH.

10.11. Tpu ucnonbp3oBaHUH B pabOTe TeYaTH W HITAMIIBI XPAHATCS B 3alUparONIUXcs MKagax
(cetihax) paOOTHUKOB, OTBETCTBEHHBIX 32 XPaHEHHE M UCIIOJIb30BAaHHUE NIeYaTell v MITaMIIOB.

10.12. Ilepenaya mevyaTeil ¥ IITaMIIOB MTOCTOPOHHHUM JIMLIAM HE JOMyckaeTcs. BeiHOC meuateil u
IITaMIIOB 3a MPEAeIbl OPTaHU3allMi BO3MOXKEH B MCKIIOUUTENBHBIX CIIyYasx MO PEHICHUIO0 PYKOBOJICTBA
OpraHu3zanyy (Hanpumep, Ipy HOANKUCAHUN IOTOBOPOB).

10.13. Cnyx0a nenonpou3BoJICTBa OPTaHU3alUH €KEroIHO TPoBepsieT coOmoieHne pabOTHUKAMH
YCIOBHI WCIIONB30BAaHMSA W XPaHEHUS Te4aTel W IITaMIIOB B CTPYKTYPHBIX IOJPA3JeICHUSIX
OpraHM3aIHy.

10.14. Ilpumeamye B HETOAHOCTH M YTPATUBINNE 3HAYCHHUE MT€YATH U IITAMITBI ITOJJIEKAT BO3BPATY
B Cnyx0y Ienonpou3BOACTBAa WIM HHOE MNOApAa3JejieHHe, Ha KOTOpPOE BO3JIOXKEH Y4YeT MedaTed H
IITaMIIOB, AJIS1 HEHTPAIM30BAaHHOIO YHUUTOXKEHHA. [ledaT yHHUUTOXKAIOTCS MO akTy ¢ COOTBETCTBYIOIIEH
OTMETKOH B )KypHaJIe ydeTa Ie4aTed U LITaMIIOB.

10.15. [ns obMeHa 37eKTPOHHBIMU JTOKyMEHTaMu IocpenctsoM MOJIO B opraHm3anuy TOJDKHEI
WCIIOJIb30BaThCs YCUIICHHBIE KBATH(DHUIIMPOBAHHBIC 3JEKTPOHHBIE MmoanucH. CocTaB TOMKHOCTHBIX JIUI] U
paOOTHUKOB OPraHM3allid - BJIAJACIbICB YCHJICHHBIX KBaIU(QHUIMPOBAHHBIX 3JICKTPOHHBIX IMOIMHCEH
JTOJKEH OTIPEACIISATh PyKOBOAUTEIh OPTraHU3AIUH.

10.16. IIpu nmepenade opraHu3alUeil NEKTPOHHBIX JTOKYMEHTOB Ha JJIEKTPOHHBIA afpec Apyrom
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OpraHM3aIMy, a TaKKe JUII OOMEeHa >JIEKTPOHHBIMHU JOKyMeHTaMH rocpeactsoM COJ] B opraHuzanuu u
ee TO/Pa3JIeNCHUSIX MOTYT HCIIOIb30BaThCS YCHIICHHBIE HEKBATN(DUIIMPOBAHHBIC YICKTPOHHBIE TTOIIHCH
W/WIK TIPOCTHIE 3JIEKTPOHHBIE MOAIUCH (1aee - SIEKTPOHHAs OAMNNCEH) B COOTBETCTBIH ¢ DenepanbHbIM
3akoHOM OT 6 ampenst 2011 r. N 63-03 "O06 snextponHoi noanucu" <41>.

<41> OenepanbHbii 3aK0oH OT 6 anpenst 2011 r. N 63-03 "O06 anexrponHoii noamucu" (Codpanue
3akoHOmaTenscTBa Poccutickoit @enepanmu, 2011, N 15, ct. 2036; N 27, ct. 3880; 2012, N 29, cT. 3988;
2013, N 14, ct. 1668; N 27, c1. 3463, cr. 3477; 2014, N 11, cT. 1098; N 26, ct. 3390; 2016, N 1, cT. 65; N
26, ct. 3889).

10.17. DOnextponnbii qokymeHT B COJl opranm3anuy, MOANMCAHHBIA 3JEKTPOHHON IOMAIHUCHIO,
MPU3HAETCS paBHO3HAYHBIM JOKYMEHTY Ha OyMa)KHOM HOCHTENE, MOANHCAHHOMY COOCTBEHHOPYYHOI
MOJNKUCHI0O U HMMEET OJWHAKOBYI0 C HHUM IOPHIMYECKYIO CWIIy TMPH OJHOBPEMEHHOM COOJIOACHUH
CIEAYIOLIUX YCIOBHIA:

KIIFOY TIOATIMCH, OTHOCSIIUNCS K KOHKPETHOH JJIEKTPOHHOH ITOANKCH, HA MOMEHT TOJIHCAHUS
3JIEKTPOHHOT'O JJOKYMEHTA SBIIACTCS JEHCTBUTEIHHBIM (JOCTOBEPHBIM), HE YTPATHII CHILY (HE OTO3BaH);

MOATBEPKICHA NOATUHHOCTD 3JICKTPOHHON TOAIUCH B 3JIEKTPOHHOM JOKYMEHTE;
Jata ¥ BpeMs CO3[aHusl dIIEKTPOHHOU noAnucH 3adukcupoBansl B CO/1;

OJICKTPOHHAasA IIOAINUCH HUCIIOJB3YETCA B COOTBETCTBMU C YCTAHOBJICHHBIM B OpraHu3alnu
pacrpeacjaCcHrueM MpaBa MoAINMCHU JOKYMEHTOB MEKAY JOJLDKHOCTHBIMU JIMIAMHU U pa6OTHI/IKaMI/I.

10.18. I'eHepanuio ¥ XpaHeHHE KiIrOUel HekBanpuimpoBaHHoi u npoctoit D11 B COJI momkeH
OCYILIECTBIATh aaMuHucTpaTop CO/.

10.19. Ciyx0a nIenonpou3BOACTBA WIM WHOE TOJPA3/ICICHUE OPraHM3allUd BEACT y4YeT KIIoueh
ANEKTPOHHBIX MoAnucel <42> B cHoeUuadbHOM >KypHale. Bblgaua wmarepuanbHBIX HOCHUTENEH
3JIEKTPOHHOM MOAINMCH M UX BO3BpAT MO MCTEYEHUHM CPOKAa NEHCTBHUSI OCYLIECTBISAETCS MO IOAIMHUCH
paboTHUKA B XKypHAaJe.

<42> BI/I,Z[BI SJICKTPOHHBIX nonnnceﬁ, HUCMOJIB3YEMbIX B OpraHu3alid, YCTAaHABJIMBAKOTCS
OpFaHH3aHHeﬁ 1 3aKpCIIIAIOTCA B JIOKAJIbHOM HOPMATHBHOM aKTeC.

10.20. Cozmanme mapoJsieid i MPOCTOM SJICKTPOHHON IOJIUCH OCYIIECTBISECTCS B TIOPSIKE,
YCTAHOBJICHHOM JIOKQJIbHBIM HOPMATHBHBIM aKTOM OpraHu3alvy, YCTaHABJIMBAIOUIUM IIOPAI0K

IKCIUTyaTalluu CSH " HUCIIOJIb30BaHUS 3JICKTPOHHBIX HOHHHCQﬁ npu pa60Te C JOKYMCHTaMU.

10.21 Kirou snexTpoHHOM moamucu, wucronbdyemod B COJI, sBuseTcss KOHOUACHINATHHON
WHQOpMAaIUe U 3alUIIAaeTCcs B COOTBETCTBHH C 3aKOHOJATeNbCTBOM Poccuiickoit @enepanym.

[Ipunoxxenne N 1

PEKOMEHIyeMBblIii 00pazery

HaumeHoBanue opraHa rocy/1JapcTBEHHOM BIacTH

denepanbHOE OFOHKETHOE YUPEKICHNE YTBEPXIAIO


consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123D27E20AB4D241C1ED6D3A9EB8A12087D916F3B8B2A0F50C28BEC2F957j0nFF
consultantplus://offline/ref=C61D64D41BAEA13D8F25FC34EBC69B123D27E20AB4D241C1ED6D3A9EB8A12087D916F3B8B2A0F50C28BEC2F957j0nFF

"HAVYHO-UCCJIEJJOBATEJIbCKUI LIEHTP  Jlupextop ®BY

"HAMUMEHOBAHUWE OPT AHU3ALIUN" "HamMmeHoBaHWE OpraHA3aum"
(®BY "HUL ...") [oanuce N.0. ®amunus
ITOJIOXXEHUE Hara
N

00 oTzene Hay4HO-TeXHHYECKOW HH(popMamn

Mocksa

1. O0wue moI0XKEHUs

1.1. Otnmen nHay4HO-TexHWUYecKod wHpopMmammu (mamee - OHTU) saBnseTcss camoCTOATENHHBIM
CTpYKTypHBIM  mogpazfencaueM OBY  "HaumeHoBanme  opranm3anuu"’,  OCYIIECTBISIIOLIUM
UHQOPMAIMOHHOE O0CIY)XKMBaHHE HAyYHO-HCCIEINOBATEIbCKMX M IPOEKTHBIX MOApPA3JeNCHUH U
OpraHm3aluii HayYHO-METOANIECKO HH(pOpMAIHel 1Mo HayKe M HayIHO-TEXHUIECKOH MOIUTHKE. .

1.2. OHTH Bo3rmapisercs 3aBEAYIONIMM W HEMOCPEICTBEHHO IMOAYMUHACTCA 3aMECTUTENIO
nupekropa OBY "HaumenoBanue opranuzanuu’, Kypupytomemy nesareasHocts OHTH.

1.3. 3aBeaytoumit OHTU HazHawaeTcst HA TOJDKHOCTH U OCBOOOKIAETCS OT JOKHOCTH MPUKA3aMHU
nupexktopa ®BY "HanMeHnoBanue opranusanuu’ B COOTBETCTBUH C 3aKJIFOUYEHHBIM TPYIOBBIM JOTOBOPOM
M0 MpeACTaBiCHUIO 3amecTuTens aupekropa @OBY "HaumeHoBaHue opraHuzaluu’, KypUPYIOLLIETO
nestensHocTe OHTU.

1.4. OHTU cocTouT W3 YeTHIpeX CTPYKTYPHBIX IOApa3ieiCHUI: CeKTopa HH(OPMAIIMOHHOTO
obOecrieueHns] W BEICHHUS CIPaBOYHO-MH(OOPMAIMOHHOTO (oHAA, cekTopa 3apyOekHON HaydHO-
TEeXHUYECKOW MH(opMaIMK B cepe MHHOBAIMMA, CEKTOpa AJIEKTPOHHBIX PECYPCOB HAYYHO-TEXHUUECKON
MHQOPMAIH U pelaKIIMOHHO-U3IaTEILCKOT0 CEKTOpa.

1.5. Peoprammzamus u smkBupanuss OHTUW  npoBomutcs mpukazamu aupektopa DOBY
"HaunmenoBanue opranuzanuu’ ...

IIpunoxenue N 2
PEKOMEHTyeMbIit 0Opa3ely
HaumenoBanue opraHa rocyJJapcTBEHHOM BIacTH
DenepanbHOE OIOKETHOE YUPEXKICHUE

"HAYYHO-UCCJIEJOBATEJIbCKUI LIEHTP
"HAUMEHOBAHUWE OPI"’AHU3ALIMI"

(®BY "HULT ...")

ITPUKA3

25 oxtsa6ps 2017 1. N 125

MockBa



O co31aHny KCIIEPTHONH KOMUCCHH
Y YTBEPKICHUU TOJIOKECHUA O HEMl

B nemsx ynydlleHHs OpraHd3alud JAEJONpPOM3BOJACTBA M APXHMBHOIO XPAaHEHUS JOKYMEHTOB,
obOpasyromuxcst B gesrenbHoctd DBY "HammenoBanue opranuzanuu”, COOIOJCHUS TpeOOBaHUMH
3akoHOIaTeNnbeTBa Poccuiickoit Menepariiu B chepe apXUBHOTO JIENa ... IPUKA3BIBAIO:

1. Coznats skcriepTHyIo Komuccuio @bY "HammeHoBanue opraHu3anuu’ B COCTaBe:
npenceaaTens - 3aM. reHepanbHoro aupekropa @amumnus 1.0.;
cekpeTaps - Aenonpon3Boauteas @ammmms 1.0.;

YIEHBl: HadalbHHK oOmiero otaena Pammmus W.O., 3aMmecTuTeNh 3aBEAYIONIETO IUIAHOBO-
skoHOMHUYeckuM oTaenoM QDammmus W.O., 3amecturens riaBHoro Oyxrantepa Pammms H.O.,
3aBenyrommid otaenoMm kagpoB Davumms M.O., 3aBemyromuii OTIEIOM HHHOBAIIMOHHBIX TEXHOJIOTHUN
Oamumnus 1.0., 3aBeayomuid 0TIeI0M SKCIIEPUMEHTATBHBIX uccienoBanuit @amumnmst 1.0.

2. YTeepauth [lonoxenne 00 3KCIEPTHON KOMHCCUU (TTPHIIOKEHUE).

3. KoHTponb 3a WCHONHEHHEM TMPHKa3a BO3JOXKHTh HA 3aMECTHTENs] TCHEPAIbHOrO JIMPEKTOpPA
Dammmug U.0.

Hupextop [Hoanuce N.0. ®amunus

[Ipunoxenune N 3
pEKOMEHTyeMEbIil 00pa3ely
HaumeHnoBanue opraHa rocyJJapcTBEHHOM BIacTH
®DenepanibHOE OIOKETHOE YUpEKICHUE

"HAYYHO-UCCJIEJJOBATEJIbCKUI LIEHTP
"HAUMEHOBAHUWE OPI"’AHU3ATININ"

(®BY "HULL ...")
PACTIOPAXKEHUE
N
Mockaa

O moATOTOBKE MPEIOKEHUH
k miany HUOKP na 2018 1.

B cBsi3u ¢ dhopmuposanuem [Tmana HUOKP wa 2018 rox, ¢puHaHCUPYEMBIX M3 FOCYAapCTBEHHOIO
Orokera:



1. PyxoBoguTensm Hay4dHO-HCCen0BaTeNbCKuX noapasneneanil (Gamumus U.0., Gamumus U.0.,
Oamumus 1.0., @ammwmms N.0.) MoATOTOBUTh M IMPEACTABUTh YUYCHOMY CEKpETapio IPEIIOoKEHUS K
wtany HMOKP na 2018 roa B cpok 1o 15.06.2017.

2. Yuenomy cekpetapio (@amunus 1.0.) obecnieunts hopmupoBanue npoekra miana HUOKP na
2018 rox, hmHAHCHPYEMBIX U3 TOCYJapCTBEHHOTO OroKeTa, B cpok 1o 01.07.2017.

3. KoHTpOJb 32 UCTIONTHEHHUEM PaCOPSDKEHUST BO3JIOKUTH HA 3aMECTUTENIS TUPEKTOpa 10 HAYYHOH
pabote @amumms 1.0.

Hwupexrop [Toamuce N.0. Gamunms

[Ipunoxxenue N 4
PEKOMEHTyeMbIit 0Opa3ely
HanmMeHoBaHue opraHa rocy1apCTBEHHOH BiacTu
OenepanbHOE OI0HKETHOE YUpEkKACHUE

"HAYYHO-UCCJIEJJOBATEJIbCKUIA LIEHTP
"HAUMEHOBAHUWE OPI"AHU3ALIMI"

(PBY "HUILI ...")

IMPOTOKOII

Mockaa
3aceaHus TUPEKLUH
IIpencenarenscTBytommii - ®amunust U.0.
Cexperapsp - @amunusa 1.0.
[MpucyrcTBoBam: 17 4eaoBek (CIUCOK MPHUIAraeTcs)
I[NOBECTKA JHA:
1. O Mepax 1o peanu3aiuu GeaepasbHON IIEJIEBOM MPOrPaMMBI ...
Hoxnan 3amecturens gupexkropa @amunus 1.0.
2. ...
1. CJIVIIAJIA: Iletpos ILIL. - TexcT nokmnana mpuiiaraeTcs.
BBICTYIINJIN:

®amunus 1.0O. - kpaTkas 3a1IUCh BBICTYIUICHHS.



®amunus 1.0O. - kpaTkas 3aluch BBICTYIIICHUS.
PEHIMJIN: (ITOCTAHOBWJIN)

1.1. ChopmMupoBaTh BpEeMEHHBIC TBOPYECKHE KOJUICKTHUBBI IO pealM3allid TPOCKTOB (eaepanbHOi
1IeJIEBOM MPOTPAMMEBI ...

1.2. [ToAroTOBUTH M YTBEPAUTH IUIaHBI PAOOTHI IO MPOEKTaM (eAepaIbHO LeIeBON TPOTPAMMEI ...

2. ...
IIpencenarenscTBYOIUI [Toanuce N.0. Gamunus
CekpeTapb [Toamuce N.0. Gamunms

IIpunoxenue N 5
PEKOMEHTyeMEbIi 00pa3ery
HaumenoBanue oprana rocyJapcTBEHHOM BIacTH
DenepanbHOE OIOKETHOE YUPEKICHUE

"HAYVYHO-UCCJIEJIOBATEJILCKU LIEHTP
"HAMMEHOBAHUE OPT AHU3ALIAN"

(®BY "HUL] ...")

[MTPOTOKOJI

Mocksa
OTIEpaTHBHOTO COBELIAHUS
y 3aMeCTUTENS JUPEKTOpa IIeHTpa
3amectutens aupekTopa - Gamunus 1.0.
Cexperapsp - @ammug 1.0.

IIpucyrcrBoBann: ®amunug U.0., @amunus 1.0., Gamunua H.0. ...

1. O6 opranuzauuu obcienosanus mo reme HUOKP ...

(DPamumus U.0. <*>, Gamunus 1.0., @amunusa 1.0.)

1. YcranoBuTb, 4TO ...

2. PyxoBogutemnto temsl (Pammnusa U.0.) o6ecieduTs KOHTPOIb ...



2. O6 ygacTuu B 3acenanuy pabodei TPpyIIkI 1O ...

(®amuust U.0. <*>, damunus 1.0., Gamunusa 1.0.)

1. [loAroTOBUTH K 3aceqaHuIO pabOve TPy MATEPHATIBI O ....

3aMecTUTeNb TUPEKTOpa [Toanuce N.0. ®amunus

CexkpeTapb [Moamuce N.0. ®amunus

<*> [lepBo#i yka3wpiBaeTcsi (aMWIAA W MHHUIHAIB OCHOBHOTO JOKIAAUWKa, 3aTeM - (haMWiInd U
WHUIIMAIIBI JIUII, YYaCTBOBABIIUX B 00CYKICHUH BOTIPOCA.

IIpunoxenue N 6

PEKOMEHTyeMEbIi 00pa3ery

HanmeHnoBaHue oprana rocy1apcTBEHHOH BIacTH

DenepanbHOE OFOPKETHOS YIPEKICHHE PexTopy
"HAYYHO-UCCJIIEAOBATEJIbCKHUU LIEHTP (HanmenoBanue y4eOHOTO 3aBeICHIS)
"HAUMEHOBAHUME OPT"AHU3AIITNN" ®ammnus U.0.
(®BY "HUILT ...") ITourtoBblil anpec

Jlenunckuii npoc., a. 83, Mocksa, 117296
ten. (495) 934-23-23; ten./daxc (495) 718-30-23
e-mail: mail@techno.ru; http://www.innovation.ru

OKIIO 02842709; OI'PH 1027700380724,

WHH/KIIII 7708033109/771001024

30.08.2017 N 01-22/345

Ha N oT

006 y4acTum B aHKETHPOBAaHUHU

VBaxkaemsoiit ms, OTyectBo!

[Ipennmaraem Bam mpuHATP y4acTHe B aHKETUPOBAHUHM 00pa30BaTENbHBIX OpPTaHM3AINM,
OCYILECTBIAIOLIUX IMOATOTOBKY CIIELIMAIMCTOB 110 HHKEHEPHBIM CIIELUATIbHOCTSM.

AHKETHpOBaHHE MPOBOJUTCA HaMu B IieNsx cOopa WHGOpMAIMKM O BY3ax, BBITYCKAIOIINX
CHENUAIMCTOB HEOOXOJMMBIX HaM CIHEIHANTBHOCTEH, KOTOPHIX B JalbHEHIIEM MOXHO OBLIO OBl
MIPUBJIEKATh JJIs1 MPOXOXKACHUS MPOM3BOACTBEHHONW NMPAKTUKHU M MOINOJHEHMS INTaTa CIEHUAINCTOB Ha
MPEANPUATHAX OTPACIIH.

3aIoJIHEHHYIO aHKETY IIPOCUM BbICIIATh B HAlll ajpec.

IIpunoxxenne: Aukera Ha 2 11. B 1 9K3.



C yBaxxeHueM,

Hupexrop
II.T.H., podeccop [Toanuce N.0. ®amunus

Damunus, IMs, 0TIYECTBO, pedepeHT AUPEKTOpa

(495) 934-23-23; mail@techno.ru

IIpunoxenue N 7

PEKOMEHTyeMEbIi 00pa3ery

HaunmenoBanue oprana rocy1apcTBEHHOM BlacTu

DenepanbHOE OFOKETHOE YIPeKICHHE
"HAYYHO-UCCJIEJOBATEJIbCKUUM LIEHTP
"HAUMEHOBAHUWE OPI"AHU3ALIN"

(OBY "HULT ...")
AKT
05.08.2017 N 5

MockBa

IMPOBEPKU TEXHUYCCKOI'O COCTOAHUSA
OPTTCXHUKU

OcnoBanne: npukaz ObY "HUILL ..." ot 30.07.2017 N 89 "O npoBepke TEXHHYECKOTO COCTOSHUS
OPTTEXHUKH, UCIIOJIb3YEMON OTIEIIOM JIEIONPON3BOICTBA" .

CocraBneH: 3aM. HauyaJbHHKa HMH(OpMalMOHHO-TexHHUYeckoro otaena @Pammwmsa UW.O.;
HAYaJbHUKOM  aJIMUHUCTPATHBHO-XO3AHCTBEHHONW  ciayxOb1 @ammmus UW.O., 3aB.  oTaenom
nenonpousBoacTBa Gammmus 1.0.

B xo/1e mpoBepKH TEXHUYECKOTO COCTOSIHUSI OPTTEXHUKH OTJIENa JICIONPOU3BOJICTBA, TIPOBEICHHOM
04.08.2017, ycTaHOBJICHO ...

ITpoBepkoil mpu3HAHBI HENPUTOJAHBIMU JJIS SKCILTYaTALMHN:

Iloamnuce N.0. Gammnus
Iloamnuce N.0. Gammnus

IMoamnuce N.0. ®amunus



IIpunoxxenune N 8

pEKOMEHTyeMbIi 00pa3ery

OTHEJI AEJIOITPOU3BOJCTBA

Hupexropy ®bY "HUIT ..."

JOKIIAJHAA 3AIINCKA dammus U.O.

10 okTs10ps1 2017r. N 35

OO0 yBeTMYCHUH IITATHOM
YUCIIEHHOCTH TIOIPa3/IeIeHHUS

VBaxaemsbiii UMmsa OtuecTtBo!

B cBs3m co 3HauMTENBHBIM YBETHMYEHHEM OOBEMOB 00pabaThiBaeMON KOPPECITOHISHIIHH,
MOCTYMAOIIEH B CBSI3U C ....

mpoury Bac wm3pickaTh BO3MOKHOCTH YBCJIWYUTL HITATHYIO YHUCIICHHOCTH OTACIa Ha OAHY IAOJIKHOCTH
CIIeLHAaIUCTa 2-i1 KaTeropuu.

C yBaxxeHueM,

3aB. OTIEeIOM IMoamnuce N.0. damunus

[Ipunoxxenne N 9
PEKOMEHIyeMBblIii 00pazery
Komy: PykoBogutensim yrpaBlieHuUI 1 OT/IENOB
Ot: @amunus U.0., pykoBOAUTENb aIMUHUCTPATUBHO-XO3SIHCTBEHHOM CIIY>KOBI
Hara: 17 anpens 2017 r.
Tewma: Ilonaua 3assBOK Ha aBTOTPAHCIIOPT
CIIYKEBHAA 3AITMCKA
B  memax moBblmieHuss  3(G(EKTUBHOCTH  WCIOJNB30BaHHMS W COKPALICHUS  TPOCTOEB

aBTOTPAHCIIOPTHBIX CPEACTB ILIEHTPAa MPOIIy PYKOBOJIWTENIEH MOApa3fesieHN MoJaBaTh 3asBKM Ha
aBTOTPAHCIOPTHBIE cpeacTBa He no3aHee 15:00 1Hs, NpeAlECTBYIOETO MOE3/KE.

PykoBoauTeNnbs aIMUHACTPATHBHO-
XO3SMCTBEHHOU CITyKObI N.0. ®amunus



IIpunoxenue N 10
IPUMEPHbBIN NEPEYEHDb YTBEPKJIAEMbBIX JOKYMEHTOB
1. AKTBI (TIPOBEPOK, PEBU3MUH; CITUCAHUS; SKCIIEPTU3bI; INKBUAAINH OPTaHU3AIIH ).
2. 'paduku paboT, OTITyCKOB, CMEHHOCTH.
3. HCTpYKIHMH, TOIDKHOCTHBIE HHCTPYKIIHH.
4. Knaccudukaropsl ”HPOpMAIMH, TOKYMEHTOB.
5. Meroanueckie peKOMEHIAINN, METOAMYCCKHE YKA3aHUsI U METOTUKH.
6. Homenknatypa e opraHu3aluu.

7. Hopmbl m HOpMaTHBH (BPEeMEHH, YHCIEHHOCTH PaOOTHUKOB, pPacxoja ChHIPhs M MaTepHAJIOB,
3JIEKTPOIHEPTHH).

8. Ommcu nen (IOCTOSTHHOTO, BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHUs U IO JUYHOMY
COCTaBy).

9. [lepeunu (DOKHOCTEH, OpraHu3aluii, BUI0B HHOOPMAIIUH, TOKYMEHTOB).
10. IHonutukw.

11. Ionoxxenwus (0 MOApa3aCICHUSIX, TPEMUPOBAHUH, ATTECTALIUN).

12. Iopsnkmu.

13. IIpaBuna.

14. PernameHTHI (B TOM YHUCIIE PETIAMEHTHI OM3HEC-TIPOLIECCOB).

15. CranpapThl Opranu3anuu.

16. YcraBsl.

17. YauduuupoBanHsie GOPMbI JOKYMEHTOB.

18. llltaTHOE pacmucaHue.

[Ipunoxenne N 11

IPUMEPHBII NEPEYEHB
JOKYMEHTOB, 3ABEPAEMBIX IIEYATBIO OPI'TAHU3ALIUHN

1. ApxuBHas crpaBka.

2. AxThl (IpreMa 3aKOHYECHHBIX CTPOUTEIBCTBOM OOBEKTOB, 000PYIOBAHUS, BBIIIOJHEHHBIX PadoT,
CIIUCAHUSI, YKCIICPTH3BI).

3. Konuu ¥ BBIIUCKHU K3 JAOKYMCHTOB, BbIJABACMBIX JJIA IIPEACTABJICHUA B IPYTrUc OpraHu3aiuu.

4. O0Opa3ipl OTTHCKOB Ievarteil 1 nojnuceii paboTHUKOB, UMEIOIIHX PaBO COBEpIIATh (PMHAHCOBO-



XO3SIICTBEHHBIE OIEepaIHH.

5. Tlopydenus (OromxeTHbIe, OAaHKOBCKHE, IEHCHOHHBIC, ITUIATE)KHbIE, MHKACCOBHIE B OaHK Ha
MOJTyYEHUE UHBAIIOTHI CO CUCTOB, IEPEBOJ] BAIIIOTHI).

6. IlpencraBnenus u xonataicTaa (0 HarpaXJEHUU rOCYJapCTBEHHBIMU HArpaJaMy U IPEMUSAMU).
7. Peectpbl (4e€KOB, MOPYUYEHUI, IPEACTABIIIEMBIX B O2HK).

8. CnpaBku (0 10x0/1ax (PU3UYESCKUX JIUIL, O BHITUIATE CTPAXOBBIX CYMM, O OAJTaHCOBOW CTOMMOCTH
OCHOBHBIX (DOHZOB, MO TEPCOHUPHUITUPOBAHHOMY y4eTY, O(OPMIICHHIO CTPaXOBbIX CBHUIETENHCTB, IIO
3arpocaM OpraHu3alui, 1Mo JOKyMeHTaM, MPEIOCTABIISIEMBIM B CY/I, - II0 HEOOXOAUMOCTH).

9. YoocroBepeHus: pabOTHHKOB.

[Ipunoxxenne N 12

NPUMEPHBIN NEPEYEHB
HEPEI'NCTPUPYEMBIX BXOAAIINX JOKYMEHTOB <43>

<43> Ecnu yka3aHHble JOKYMEHTHl TOCTYHHJIM C COINPOBOAMUTENBHBIM TIHCbMOM, IHChMa
PETUCTPHUPYIOTCA B OPSAAKE, YCTAHOBICHHOM MHCTPYKIMEN O JEIONPOU3BOICTBY OpraHH3aLHH.

1. AHKeTHI (pe3toMe), HallpaBisieMble B IETSIX TPYA0yCTPOICTBA.

2. Byxrantepckue IOKyMEHTHI (OyXrajaTepckas OTYETHOCTb, CUeTa, cueTa-(paKTypbl, aKThl CBEPKH
B3aMMOpPACYETOB, aKThl IPUEMKHU-TIEpeaul OCHOBHBIX CPEJICTB, TOBApHbIE HAKIIAIHBIE).

3. I'OCTpl, TeXxHHUECKHE PETJIaMEHThI, PyKOBOJSAIINE M JAPYTHEe JOKYMEHTHI 1O TEXHHYECKOMY
PEryJIupOBaHUIO U CTAHJAPTU3ALUY.

4. I'paduiku, HapsBI, 3aBKU, PA3HAPSIKY.

5. JokyMeHTBI (IPOEKTHI JOKYMEHTOB), TpeOyrolne MOAMCaHus (COrJacoBaHusl, yTBEPKACHUS) U
HOCJIELYIOLIEro BO3BpaTa.

6. KoHKypcHast JOKyMEHTAIIHS.
7. HayuHo-TexHu4ecKas U MPOeKTHast JOKyMEHTAaLusI.
8. Koppecnonnenmusi, anpecoBaHHas paOOTHUKAaM OpraHU3aluy ¢ HoMeTKoH "JInaHo".

9. IleuatHblie U3aaHusA (KHI/IFI/I, JKypHaJIbI, raSeTBI), KaTajloru, TEXHUYCCKAA JIUTCpATypa,
TEMATHUYCCKHEC U CIICIUAJIBHBIC C60pHI/IKI/I, IJIaKaThI.

10. TloznpaBuTenbHBIE THChMa W TEJNETPaMMEBI, OJaroJapCTBEHHBIE IMMUChMa W TEJErPAMMBI,
NPUTJIACUTENIbHBIE OMIICTHI.

11. IlpefickypaHTHI.
12. IIpurnacurenbHble OMIIETHI, IPUTTIAILICHHS.

13. Ilporpammsl KOH(pepeHIIHNA, COBEITAHHA.



14. PeximamMHBIC MaTepuabl (IMChMA, TUCTOBKH, IPOCTICKTHI, OYKIICTHI).
15. Y4eOHbIE TUTaHbI, IPOTPAMMBI.

16. ®opmebl 1 61aHKH, B TOM YKCiIe (OPMBI CTATHCTHUECKONH U MHON OTUYETHOCTH.




