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3apeructpupoBano B Muntocte Poccuu 17 aBrycra 2018 r. N 51922

OENEPAJIbHOE APXUBHOE ArEHTCTBO

NMPUKA3
ot 11 anpens 2018 r. N 44

OB YTBEPXXOEHMU MPUMEPHOW UHCTPYKLIUU
no AEnonpoun3BoOACTBY B TOCYAAPCTBEHHbIX OPTAHU3ALIUAX

B cootBerctBUM ¢ moxamyHkTOM 5 myHKTa 6 Ilonoxenus o ®denepanbHOM apXMBHOM areHTCTBE,
yrBepkieHHoro Yka3om Ilpesuaenta Poccuiickoit @enepaunu ot 22 uroHs 2016 r. N 293 "Bomnpocst
@enepanbHoro apxusHoro arentcTBa" (CoOpanue 3akononatenscTBa Poccuiickoit @denepannu, 2016, N
26, ct. 4034), npuKa3bIBaro:

Yr1BepauTh npunaraeMyro lIpuMepHy:0 MHCTPYKIMIO IO JEJIONPOU3BOACTBY B I'OCYAAPCTBEHHBIX
OpraHu3alusX.

PykoBoaurens
A H.APTHU30B

YTBepxkacHa

npukaszom denepaibHOro
APXUBHOI'O arcHTCTBAa

or 11.04.2018 N 44

NMPUMEPHAA UHCTPYKLIUA
no AENonPon3BOACTBY B TOCYAAPCTBEHHbIX OPTAHU3ALIUAX

. O6wme nonoxeHuns

1.1. TlpumepHass UHCTPYKIUS IO JEIONMPOU3BOICTBY B TOCYAAPCTBEHHBIX OpraHU3alUAX (manee -
[IpumepHass WHCTpyKIUs1) pa3paboraHa B coorBercTBUU ¢ [lonmokenuem o denepaqbHOM apXUBHOM
areHTCTBE, YTBEPKACHHbIM YKa3oM IIpesunenra Poccuiickoit @enepanuu ot 22 uronsa 2016 roga N 293
(Cobpanme 3akonomarenbcTBa Poccuiickoit denepanuu, 2016, N 26, ct. 4034), a Takke B COOTBETCTBHH
¢ 3akoHoaarenbcTBoM Poccuiickoit denepanuu B chepe nHopmalmu, T0KyMEHTAIlMN, apXUBHOTO JIela,
HAI[MOHATLHBIMU CTaHAApTaMHu B chepe yrpaBlIeHUs JOKYMEHTaMHU.

1.2. TlpumepHass MHCTPYKIMs pa3paboTaHa B LEISIX COBEPIIEHCTBOBAHMS JEJIONPOU3BOJCTBA U
NoBbIIIEHUS 3(PPEeKTUBHOCTH PabOTHl C JTOKYMEHTaMM IyTE€M perjaMeHTallMl Ha eIWHOW MpPaBOBOH U
METOJINYECKOW OCHOBE MPAaBUJI MOATOTOBKU TOKYMEHTOB, TEXHOJOTUI pabOThl C HUMH, OPTaHU3alUH UX
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TCKYILICTO XpaHCHUA U IMOATOTOBKU K IMIEPCAAYC B apXHUB OpraHU3allvuu.

1.3. IlpumepHas UHCTPYKIMS YCTaHABIMBAET TPEOOBaHUS K JOKYMEHTHPOBAHUIO YIIPABICHUECKON
NEeSATEIbHOCTH W OpraHuM3anuu  paboThl C JOKYMEHTaMH B JICJIONPOHM3BOJICTBE TOCYIapPCTBEHHBIX
opranuzanuii (janee - opraHu3aiusi), HE3aBUCUMO OT UX OPraHHU3AIlIOHHO-TIPABOBOM (OPMBI, Iesel U
BHJIOB JICATEIHLHOCTH.

1.4. Tlonoxenust I[IpuMepHON HMHCTPYKIIMM PACIPOCTPAHSIOTCS Ha OPraHW3aludi0 padoThl ¢
OpraHU3alMOHHO-PACTIOPSIUTEILHBIMU  JOKYMEHTAMH HE3aBUCHMO OT BHJa HOCHUTENs, BKJIIOYas
MOATOTOBKY, PETUCTPALIUI0, YYET W KOHTPOJb HCIIOJIHEHUS JOKYMEHTOB, OPraHU3allhI0 UX TEKYIIETro
XpaHEHUsl, OCYIIECTRISIEMbIE C IIOMOIIBI0 HH()OPMAITMOHHO-KOMMYHHKAITMOHHBIX TEXHOJIOTHIA.

1.5. OcobeHHOCTH oOpraHu3aluu pabdoOThl € JOKYMEHTaMH, COJAEpXKalluMU HHGOPMAIUIO
OTPaHUYEHHOTO JOCTyIa (KOMMEPUYECKYI0 TaliHy, MepCOHAIbHBIC JaHHBIE U WHYIO KOH(UICHINAIBHYIO
MH(OPMALINIO), PETYTUPYIOTCS OTIEIbHBIMA HOPMAaTUBHBIMH aKTaMH, YTBEPKIAEMbIMH PYKOBOJIUTEIEM
OpraHu3alMH.

1.6. Opranuzanus, BEIEHUE M COBEPIICHCTBOBAHUE [EJIOIPOU3BOJACTBA HAa OCHOBE E€IOMHOMU
MOJUTUKA W TIPUHIMIIOB, NPHUMEHEHHE COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJOTHA B paboTe C
JOKYMEHTaMH, METOJIMYECKOE PYKOBOJICTBO U KOHTPOJIb COOJIIOICHUS ITOPAKA pabOThI C JOKYMEHTaMH B
MOAPA3ACIICHUSX OPTaHU3ALMU BO3JIAraeTCs Ha CTPYKTYPHOE MOJpa3AeiIeHUE, OTBETCTBEHHOE 3a BEJCHUE
nenornpousBozcTBa <1> (nanee - Ciry:x6a 1eJ1I0NpOU3BOJCTBA).

<1> B opraHuzanusx ¢ HeEOOIbIIMM O00BEMOM JOKyMeHTooOopoTa GyHKIMKH Cryx)Obl
JIETIOTIPON3BOICTBA MOTYT BBITIOJTHSTHCS PAOOTHUKOM (JIEIOTIPOU3BOIUTEIIEM, CEKPETAPEM ).

Cnyx0a n1enonpou3BOACTBa OpraHU3allid JEMCTBYeT Ha OCHOBAaHUM IIOJIOKEHUS O HEW,
YTBEPKAAEMOTO PYKOBOJUTEIEM OpPraHMU3AIMH U OMPEIENSIONIero 3a1auu U (QyHKIUU TOJpa3ieieHus,
€ro mpaBa U OTBETCTBEHHOCTD.

1.7. OTBEeTCTBEHHOCTH 3a OpraHu3anuro pa60TBI C JOKYMCHTAMHU B IOAPA3ACIICHUAX OpraHU3allun
BO3J1aracTcs Ha pYKOBO)IHTeJIeﬁ O9TUX HOI[paSI[CJ'ICHI/II\/JI. HGHOCpeI[CTBeHHOG BC€ACHUC ACTIOIIPOU3BOACTBA B
noApa3ACIICHUAX OpraHu3ali OCYHICCTBIACTCA  ACJIOIMMPOU3BOAUTCIEM WA HWHBIM pa6OTHI/IKOM
nmoapasaACICHUA, Ha KOTOPOIro BO3JIOKCHBI 00S3aHHOCTH 110 BCACHHUIO JCJIOITPOU3BOJACTBA (nanee -
ACIIOIIPOU3BOAUTCIIb HO,E[paSI[eJ'IeHI/IH).

1.8. JlomxkHOocTHbIE OOS3aHHOCTH, TMpaBa M OTBETCTBEHHOCTh pabOTHUKOB  CiyKObl
JIeTIOTIPOU3BO/ICTBA, JEJIONPOU3BOJUTENCH MOJPA3ACNeHN W HMHBIX PaOOTHHKOB, OTBETCTBEHHBIX 3a
OpraHM3alMIo padoThI ¢ JOKYMEHTaMH, OIPEIEISIFOTCS TOJKHOCTHBIMU HHCTPYKIIMSIMH.

1.9. Ha nepuoa OTIYCKA, KOMaHIWPOBKH, 0oJIe3HH WIIH B CJIyda€ YBOJIBHCHUA pa6OTHI/IKI/I
CTPYKTYPHBIX HO)]paSJIeJ'IeHI/II\/’I opraHuzalnvn 00s13aHBI nepeaaBatb BCC HaxXOoAANIUMCCA Ha HCIIOJIHCHHUUN
AOKYMCHTBI JCJIOIPOU3BOIUTCIIIO TOAPA3ACICHUA WIN JPYTOMY pa60THm<y MO0 YKa3aHWIO PYKOBOIAUTCIIA
moapasaCIICHUA.

HpI/I CMCHC ACIIOIIPOU3BOAUTEIIA MOAPA3ACIICHUS COCTABIIACTCA aKT MpUeMa-iepeaain JTOKYMCHTOB
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n aci.

1.10. ConmepxaHue Ciy)KeOHBIX JOKYMEHTOB HE TMOJJICKHT pasrianieHuio. B3aumopeicTBue co
CpeICTBaMU MaccoBoW HMH(oOpMamwu, rnepenada UM KakoW-muO0 MH(OpPMAIMKM MU JOKYMEHTOB U HUX
KOIHMMA JOIYCKAeTCsS TOJBKO C pa3pelieHuss PYKOBOJUTENS OpPTaHHW3allid WM MHOTO YIOJHOMOYEHHOTO
MM JOJDKHOCTHOTO JIMIIA.

PaboTHMKM OpraHM3aluy HECYT AMCUUIUIMHAPHYIO, aAMUHUCTPATUBHYIO U MHYIO, YCTAaHOBJICHHYIO
3aKkoHomarenscTBOM Poccuiickoil denepanny, OTBETCTBEHHOCTb 3a HApYILIEHUE CPOKOB XpaHEHUS
JOKYMEHTOB, yTpaTy U HECAaHKIIMOHUPOBAHHOE YHUUTOXKEHUE CIYKEOHBIX JOKYMEHTOB <2>.

<2> Cratbu 192, 193 TpynoBoro koaekca Poccuiickoit @enepanuu; nyHktsl 2; 15.11 crateu 13.25
Kognekca Poccuiickoit denepanun 00 aIMUHUCTPAaTUBHBIX MIPaBOHAPYILIEHUAX; cTaThs 7 denepanbHOro
3akoHa oT 6 gekabps 2011 r. N 402-®3 "O OyxrantepckoM yuere" (CoOpaHue 3aKOHOAATENbCTBA
Poccuiickoit ®enepanun, 2011, N 50, ct. 7344; 2013, N 26, ct. 3207; 2013, N 27, ct. 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 (Yacts I), ct. 65).

1.11. Ilpu yrpaTe JOKYMEHTOB ACIONPOU3BOAUTEINb MOJIpa3aeiaeHUs] HHPOPMUPYET PYKOBOIAUTEIIS
CTPYKTypHOTro mnojapasfenenus u Crnyxx0y AeTompou3BOACTBA OpraHU3aIUH, MOCJIe Yer0 OpraHU3yeTcs
PO3BICK JOKYMEHTOB.

Ecnu po3bIck JOKYMEHTOB HE AA€T pe3yJbTaTa COCTABISAETCS aKT, B KOTOPOM YKa3bIBalOTCS JaHHBIE
YTPAa4eHHOI'0 JIOKYMEHTa, a TaKXe OOCTOATENIbCTBA, IPHU KOTOPBIX IPOHU30ILIA yTpaTa, IOCIE Yero
MpEANPUHUMAIOTCA MEPHI 110 3aMEIICHHUIO JAaHHOTO JIOKYMEHTAa 3aBEPEHHOM KOMHUEH T0KyMEHTa.

1.12. Ha ocHoe IlpuMepHON HHCTPYKLHMH B OpraHM3allMM pa3padaThIBAaeTCsl MHAWBHyallbHAs
MHCTPYKUUSA 10 JAEJIONPOU3BOACTBY, YTBEPKIaeMast pyKOBOAUTEIIEM OpPraHU3alUu.

1.13. B nensx opranuzaiuu paboThl C JOKYMEHTaMH B (uiMajiax OpraHU3aiui U 000COOJIEHHBIX
CTPYKTYpPHBIX TOJpa3fAeNeHUsIX MOTYT OBbITh BBEACHBI HMHCTPYKIMH [0 OpraHu3aluu paboThl C
JIOKYMEHTaMHU, JOTOJHSIONINE UHANBUAYATbHYI0 HHCTPYKIIUIO TIO JEJIOMPOU3BOACTBY OpPraHU3allUM, HO
HE MPOTUBOpEYAIIIHNE EH.

1.14. TlpaBwmia paGoTHI C JOKYMEHTAMH B CHCTEME JJIEKTPOHHOTO IOKYMEHTOO000POTa OpraHu3aIluu
(manee - CDJI) u wuHBIX HHGPOPMAIMOHHBIX CHCTEMaX, B KOTOPBIX OCYIIECTBISIETCS CO3JIaHHE
(BKJIIOYEHHME) M XpaHEHHE JOKYMEHTOB, HE€ JOJDKHBI BXOAWTH B MPOTUBOPEUYHE C MOJOKEHUSIMU
[IpuMepHON UHCTPYKLIUH.

Il. JoKkymeHTMpOBaHMe ynpaBreH4YeCKON AeATeNIbHOCTU

2.1. B cooTBeTCTBUH C 3aKOHOJAaTCIIbCTBOM Poccuiickoit d)e;[epaulzm, JIOKaAJIbHBIMU HOPpMAaTUBHBIMU
AKTaMU B OpraHU3aluy U3Jar0TCa OpraHU3alluOHHO-PACIIOPAANUTCIBHBIC JTOKYMCHTHI.

2.2. OpTaHHSaHI/IOHHO-paCHOpH,I[I/ITCJ'IBHBIe JAOKYMCHTHI, CO31aBaCMbIC B ACATCIIBHOCTHU
opranusanvv, JOOJDKHBI OBITE Oq)OpMJ'IeHI)I mo 1mpaBujiaM, YCTAaHOBJICHHBIM HH)IPIBPI}IyaJILHOfI
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MHCTPYKLUEHN TI0 JEI0NPOU3BOACTBY OPraHU3alUH.

BHocuth kakue-mub0 ucrpaBiieHUs UK JOOABICHUS B MOANKUCAHHBIEC (YTBEPKICHHbBIE) TOKYMEHTHI
HE JI0ITyCKaeTcs.

2.3. OcobenHoctu oQopmIIeHUS TOKYMEHTOB, CO3/IaBa€MbIX B CTPYKTYPHBIX MOpa3/IeiIeHHIX
OpraHM3alfK ¥ OTPAKAMIIUX CHEIUPUKY UX IEATEIHHOCTH, a TaKXKe MpaBHUiia OpTaHU3aIUN PAOOTHI C
JaHHBIMU JOKYMEHTaMHM MOTYT YCTaHaBJIMBATbCS OTAEIbHBIMU JIOKAJIbHBIMU HOPMATHUBHBIMH aKTaMU
OpraHu3alMH.

2.4, Co3manue JOKYMEHTOB B OpraHu3anuu, ucnoissywomed COJI, B 1ensiX MNOBBIIIEHUS
spdekTuBHOCTH HCTONB30BaHUsT CDJ, OCyIIeCTBISETCS € HCIOJB30BaHHEM ITa0JOHOB OJIAaHKOB
JOKYMEHTOB U I1a0JIOHOB JOKYMEHTOB.

3JI€KTpOHHI)I€ mabJIOHBI OJIAHKOB JOKYMCHTOB JJOJI’KHBI OBITh NICHTHUYHBI OaHKaM JOKYMCHTOB Ha
6YMa)KHOM HOCHTCIIC.

2.5. Jna co3naHus JOKYMEHTOB, OTPaKaloLUX CHEHUPUKY JESATEIBHOCTH CTPYKTYPHBIX
NOJIpa3/ieIeHuil OpraHu3aluy, U YNpaBiIeHUs AAHHBIMU JOKYMEHTAaMH MOI'YT HCIOJb30BaThbCs ApYyrue
MH(POPMAIIMOHHBIE CUCTEMBI.

2.6. JIoKyMeHTbI OpraHu3anud O(QOpMIISIOTCS Ha OJaHKaX WM CTaHAApPTHBIX JIMCTaX Oymaru
dbopmara A4.

2.7. J1ns M3rOTOBJIEHUS JOKYMEHTOB B OPraHU3allui UCIOIb3YIOTCS: OJIaHK MPUKa3a;
OJIaHK pacropsKEHHUS;

OJaHK THMCbMa JJIsl BEJIEHHs IMEperuCKd C OpraHM3alusMU M IpaxJaHaMM, HaXOJSAIIMMHUCS Ha
tepputopun Pocculickont @enepanny;

OllaHK THChbMa C PEKBU3UTAMHU HAa PYCCKOM M OJIHOM W3 HHOCTPAHHBIX SI3BIKOB IJI BEICHUS
MEPENUCKH C 3apYOCKHBIMU KOPPECTIOHICHTAMH.

[To pemieHnI0 pyKOBOIUTENS B OPraHU3aUM MOTYT UCIOIb30BAThCS APYyrue OlaHKU: OJIaHK MHCbMa
PYKOBOJUTENS OpraHU3aluy WIK WHOTO YIMOJHOMOYEHHOI'O UM JIMIla, OJaHK MPOTOKOja, OJaHK MHCbMa
CTPYKTYPHOI'O IOJpa3IeICHUs.

Hnst odbopmiieHnss pe3oonuii Ha JOKYMEHTE B OPTaHHW3allud MOTYT HCIOJIb30BaThCS OJIaHKH
PE30JIFOLUNA.

2.8. Ilpy u3gaHuM [OKYMEHTOB Ha CTaHIApTHBIX JUCTaX OyMard Ha HHUX BOCIPOU3BOJISATCS
PEKBU3UTHI, HEOOXOUMBIE [l JOKYMEHTOB KOHKPETHOTO BHJIa I PA3HOBUHOCTH.

2.9. Ha GmaHkax MOKYMEHTOB BOCIIPOM3BOAMTCSA TOBApHBIM 3HAK W/mWiaM (3MOJieMa) OpraHu3aluu
(Ipu UX HANTMYUN).

2.10. TIpoexktmpoBaHue OJaHKOB JTOKYMEHTOB ocymiecTBisiercs B cootBerctBuu ¢ ['OCT P
7.0.97-2016 "Cucrema craHzapToB 1o uHPOpMalUUU, OUOIMOTEUHOMY U U3JATEIbCKOMY JIEIy.
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Opranu3annoHHO-pacopsAAUTEIbHAS JOKYMEHTAIHs. TpeOoBaHus K 0(OPMIICHHUIO TOKYMEHTOB" <3>.

<3> Pazgen 6 "bnanku noxkymentoB" 'OCT P 7.0.97-2016 "Cuctema ctannapToB o HHGOpMaIuu,
OuOIMOTeYHOMY U M3JaTenbckoMy Jeny. OpraHu3allMOHHO-PACHOPSAUTENbHAS — JOKyMEHTAlUs.
TpeboBanus k opopmieHuro 1okymeHToB" ¢ M3menenuem N 1. - M.: Crannaptundopm, 2018.

2.11. bna"ku TOKYMEHTOB OpraHHW3aIl[Uy M3TOTABIUBAIOTCS TUIIOTPAPCKUM CIIOCOO0M, CpelICTBaMuU
oTepaTUBHON MOMUTpadUy WM KOMIBIOTEPHONU TEXHUKH.

2.12. JIoOKyMEeHTBI U3rOTaBJIMBAIOTCSI HA OyMa)KHOM HOCHUTEJIE U B (POpME JIEKTPOHHBIX IOKYMEHTOB
C cOOJII0IEHUEM YCTaHOBJIEHHBIX ITPABUII O()OPMIIEHUS IOKYMEHTOB.

2.13. JlokyMeHTBI opraHu3anuu, oGOopMIICHHbIE KaK Ha ONlaHKe, TaKk U 0e3 Hero, JOJDKHBI UMETh
I0JIS1 HE MEHEE:

20 MM - JI€BOE;
10 MM - paBoe;
20 MM - BepxHee;
20 MM - HUXKHEE.

2.14. ]JlokyMeHTbI, W37aBa€Mbleé COBMECTHO OJHOM WJIM HECKOJbKUMHU OpraHU3AIMIMH,
oOpMIIIOTCSI Ha CTaHIAPTHBIX JHCTaxXx Oymard ¢ BOCIPOW3BEICHHEM PEKBU3UTOB BCEX OpPTraHU3AIIMA,
YYaCTBYIOIIUX B U3aHUU JOKYMEHTA.

2.15. Ilpu noAroToBKE JOKYMEHTOB JIOMYCKAeTCs MCIHOJIb30BAHUE JTUIEBOM U 00OPOTHOM CTOPOHBI
mucta. [Ipu AByCTOpOHHEM CO3[JaHUU JOKYMEHTOB LIMPHUHA JIEBOTO MOJS Ha JIMIIEBOW CTOPOHE JIUCTA U
IIPABOTO M0JI1 Ha 000POTHOI CTOPOHE JINCTA JOJKHBI OBITH PaBHBI.

2.16. Ilpu coznaHun NOKyMEHTa Ha JBYX M OoJjiee CTpaHHULAX BTOPYIO U MOCIEAYIOUINE CTPAHUIIbI
HyMepytoT. Homepa cTpaHuIl POCTABISAIOTCS 1O CepeliHE BEPXHETo MO TIOKyMeHTa Ha pacctosHuu 10
MM OT BEPXHET0 Kpas JINCTA.

2.17. 15 U3roTOBJIEHUS JOKYMEHTOB UCIOJB3YETCs FapHUTYpa mpudTa 1no BeIOOPY OpraHu3aIii,
BXOJSIIasi B CTAaHJAPTHBIA TMakeT OQHCHOTO MPOTPAMMHOTO  OOECIICYCHHS, HCIOIb3YEeMOTO
opranuzanueii. Pazmep mpudra - N 12 - 14 nt <4>.

<4> Pa3mep mpudra (Keryip) usmepsierca B MyHKTax (point); OMH MyHKT paBeH 1/72 nroiiMa, uiu
0,376 MM (cokpamienue: "pt").

[Tpu cocraBieHUM TaOIUI] TOITYCKAeTCsl UCTIONb30BaHue mpudToB MeHpmmx pazmepos - N 10, 11
IT.
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2.18. AG3arHbIif OTCTYN B TEKCTE JOKYMEHTa - 1,25 cM.

3aroj0BKM Pa3/eNoB U MOAPA3JENIOB M€4aTarTcs ¢ a03alHbIM OTCTYIIOM MJIM LEHTPUPYIOTCA 10
LIMPUHE TEKCTA.

2.19. Tekcr mokymeHTa mevartaerca 4epe3 1 - 1,5 MeXCTpOo4yHBIX MHTepBasia. TeKkCT JOKyMEHTa
BBIPABHUBAETCSI 110 IIUPHUHE JIUCTA.

MHOFOCTpO‘lHBIe PEKBU3UTEI II€HATAOTCA 4E€PE3 OAUH Me)I(CTpo‘IHBIﬁ HHTEPBAJI, COCTAaBHBIC YaCTU
PECKBU3UTOB MOT'YT pa3aCiIsATbCA JOIIOJIHUTCIIbHBIM MHTCPBAJIOM.

Ecnu 1oKyMeHT roTOBUTCS 7Sl MU3/1aHUSI C YMEHBIIEHWEM MaciiTaba, TEeKCT IedaTaeTcsl yepes JBa
UHTEpBaa.

I/IHTepBaJ'I MCKOY 6YKBaMI/I B CJIOBAax - OOBIYHBIM. I/IHTepBaJ'I MEXKAY CII0BAMH - OOUH np06en.

CTpOKI/I PEKBU3UTOB BLIPABHUBAIOTCA I10 JICBOMU T'paHULC 30HBI PACIIOJIOKCHHA PCKBHU3WUTA W
HECHTPYIOTCSA OTHOCHUTCIIBHO camou HHHHHOﬁ CTPOKH.

JlnnHa camoll AJIMHHOW CTPOKU PEKBU3UTA MPHU YIJIOBOM PACIIONOXKEHUHM PEKBU3UTOB HE Ooiee 7,5
CM.

JlnvHa caMOi IJIMHHOW CTPOKHM PEKBHU3UTA IIPU MPOAOIBLHOM PACIIONIOKEHUHU PEKBU3UTOB HE OoJee
12 cm.

2.20. HomyckaeTcst BBIACSTH MONTY>KUPHBIM IIPU(PTOM peKBU3UTHI "aapecaT", "3arojioBoK K TeKcTy"
WK "TOJMUCE", a TaKKe OTAETbHbIC (PparMeHTHI TeKCTA.

2.21. IIpu moArOTOBKE MHOTOCTPAaHUYHBIX TOKYMEHTOB OQOPMIISIETCS TUTYIbHBIN JIUCT.

2.22. CoctaB peKBHU3MTOB, HCIOJIB3YEMbIX s O(QOPMIIEHUS JTOKYMEHTOB, ONpEAEIseTCs BHIOM
(pa3HOBUHOCTBIO) OPraHU3AIMOHHO-PACTIOPSAIUTENBHOTO IOKYMEHTA.

2.23. Ilpu moOArOoTOBKE AOKYMEHTOB OpraHU3allid WCIIOJNb3YKOTCS PEKBU3UTHI, YCTAHOBIICHHBIE
I'OCT P 7.0.97-2016 <5>:

<5> T'OCT P 7.0.97-2016 "Cucrema crangapToB 1o uH(popmanuu, OHUOIUOTEUYHOMY U
u3aTeabcKoMy neny. Opranu3alMoHHO-PAacIopsAUTENbHAS JoKyMeHTanus. TpeboBanus kK 0(opMIIEHUIO
nokymeHToB", ¢ Ismenenuem N 1. - M.: Crannaptuadopm, 2018.

a) sMOsieMa (B COOTBETCTBHHM € MyHKTOM 2.9 [IpuMepHON HHCTPYKLIUN);

0) ToBapHBI 3Hak (3HaK oOcHyxkuBaHUS) (B COOTBeTCTBMM ¢ TyHKTOM 2.9 IlpumepHoii
MHCTPYKIUN);

B) KOJ ()OPMBI IOKYMEHTA;
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I') HAMMEHOBAHKE OPraHU3allNu;

J1) HAUMEHOBAHUE CTPYKTYPHOI'O TOIpa3 ICIICHNUS;
€) HauMEHOBaHHUE JOJIKHOCTH JIMIIA;

K) CIIPaBOYHBIC JaHHBIC 00 OPraHU3AlIHH;

3) HAMMEHOBAHHE BUJIA JIOKYMCHTA;

W) JaTa JOKyMEHTa;

K) PETUCTPALlMOHHBIN HOMEpP TOKYMEHTA;

J'I) CCBIJIKa Ha peFI/ICTpaHHOHHLIﬁ HOMCDp U AaTy HOCTYIIHMBUICTO JOKYMCHTA,

M) MECTO COCTaBJICHHU (M3/1aHMs) TOKYMEHTA;
H) rpu OrpaHUYEeHUs JOCTYIA K TOKYMEHTY;
0) ajpecar;

) rpud yTBEPKICHUS TOKYMEHTA;

p) 3aroJIOBOK K TEKCTY;

C) TeKCT JOKYMEHTa;

T) OTMETKA O MPHJIOKEHUU;

y) rpuc¢ cormacoBaHus JOKYMEHTA;

¢) Bu3a;

X) TIOJIITUCH;

1) OTMETKa 00 AJIEKTPOHHOMN MOATHCH;

Y) [1€4aTh;

1) OTMETKA 00 HCIIOJIHUTEIIE;

1) OTMETKA O 3aBEPEHHH KOIIHU;

BI) OTMETKA O MOCTYIUICHUH JJOKYMEHTA;

) PE30IIIOLIHNS;

10) OTMETKA O KOHTPOJIE;
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s) OTMETKA O HAIPABJICHUH JIOKYMEHTA B JIEJO.

2.24. bnank npuka3za (pacopshKeHHs) OpraHU3aluu J0KEH BKIIIOYaTh PEKBU3UTHL:

aMOJIEMY (B COOTBETCTBUH C IIYHKTOM 2.9 [IpuMepHOil HHCTPYKIIMK);

TOBapHBIN 3HAK (3HAK 00CITY)KMBaHUs) (B COOTBETCTBUU C TyHKTOM 2.9 [IprMepHON HHCTPYKITUN);
HAaMMEHOBAaHME OpPTraHU3alUY;

HAaUMEHOBAaHUE BUJIA IOKYMEHTA;

MECTO COCTaBJICHUSI WJIA U3/IaHUSI IOKYMEHTA;

OTMETKH JIs1 pa3MELIeHUs] PeKBU3UTOB "JaTa JOKYMEHTa", ""perucTpallMOHHbIA HOMEpP JOKyMeHTa".
2.25. bnank nucbMa OpraHu3ayu JOJKEH BKIIIOYATh CIAEAYIOIINE PEKBU3UTHI:

sMOIIeMy (B COOTBETCTBUU C IMYHKTOM 2.9 [IpumepHOil HHCTPYKIINHK);

TOBApPHBII 3HaK (3HAK 00CTYXUBaHUs) (B COOTBETCTBUU C YHKTOM 2.9 IIpuMepHOil HHCTPYKIUH);
HAaUMEHOBAaHHE OpraHU3aIUY;

CIIpaBOYHBIC JaHHBIE 00 OpraHU3alNy;

OTMETKM JUIsl TPOCTABIEHUS PEKBU3UTOB 'mara JOKyMeHTa", "perucTpalOHHBII HOMED
JNOKyMeHTa'", ""cchUIKa Ha PErucTpallMOHHBIA HOMEP M J1aTy MOCTYIUBIIETO TOKyMeHTa'.

B OmaHk muchbMa JOJDKHOCTHOTO JIMIIA JIOTIOJHHUTETHHO BKJIFOYAETCS PEKBU3UT '"HAaMMEHOBAaHUE
JOJDKHOCTH JUIa", a B OJIaHK MUCbMa CTPYKTYPHOTO TMOPa3eeHHs (COBEIIATEIbHOT0, METOIMYECKOTO,
HKCIIEPTHOTO WJIM MHOTO OpraHa) OpraHu3allii - HAMMEHOBAaHHE CTPYKTYPHOTO TOIpa3eieHusI.

2.26. BHyTpeHHUE AOKYMEHTBI OpraHu3aluu, opopmisieMble HE Ha OJaHKe, JTOJKHBI COJIEPIKaTh
COOTBETCTBYIOIIME BUAY JOKYMEHTA PEKBU3UTHI.

2.27. DOMbnema opraHu3anuu, pa3paOOoTaHHas W YTBEp)KJIEHHAas B MOPSAKE, YCTaHOBJIECHHOM
3akoHoJaTenbcTBOM Poccuiickoit dexepannu, pazmemiaercs Ha OlaHKax JOKYMEHTOB B COOTBETCTBHHU C
yHKTOM 2.9 [IpuMepHOI HHCTPYKIIMM U HA OCHOBAaHWY HOPMAaTHBHBIX aKTOB OPraHHU3aLUN.

I/I306pa)KCHI/IC SMOJIEMBI IIOMCIIACTCA HAa BCPXHEM II0JIC OJraHka AOKYMCHTA HAa PaCCTOAHUUA 10 MM
OT BEPXHETO Kpasd JIMCTa, 3aXBaTbIBasd 4aCTb pa60qe171 30HbI JOKYMCHTA, HEHTPOBAHHO HaJl PCKBU3HUTAMU
opraHu3anuu.

2.28. ToBapHblii 3HaK (3HaK OOCTYXUBaHUS), 3apPETUCTPUPOBAHHBI B YCTAaHOBJIEHHOM
3akoHoJaTenbcTBOM Poccuiickoit deneparuy mopsake, BOCIPOU3BOAUTCSA Ha OJIaHKaX OpraHU3alud B
COOTBETCTBUM € NyHKTOM 2.9 IIpuMepHOW WHCTPYKIMM M Ha OCHOBAHMM HOPMAaTHBHBIX aKTOB
OpraHH3alMH.
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N300paxeHre TOBapHOTO 3HAKa (3HaKa 0OCTYKMBAHUS) ITOMEIIASTCS HAa BEPXHEM I0JIC TOKYMEHTA
Ha pacctosHuM 10 MM OT BEpXHEro Kpas JIMCTa, 3aXBaThiBas 4acTh pabodedl 30HBI JTIOKyMEHTA, HaJ
PCKBU3UTAMH OpraHu3alid HJIKW CJICBA HAa YPOBHC HAWMMCHOBAHHA OpPraHu3aliy, 3axXBaTbIBasAd YacCTb
JICBOT'O TIOJISL.

2.29. Koxg ¢opMbl JOKyMEHTa MPOCTABISETCS HAa YHH(PHUUHUPOBAHHBIX (OpMax ITOKYMEHTOB B
cooTBeTcTBUH ¢ OOmepoccuiickum Kiaccudukaropom yrpasieHdeckoi mokymentanuu (OKVY]) wnum
JIOKAJIbHBIM KJIACCH(PMKATOPOM, paCIOaraeTcsi B MPaBOM BEPXHEM yIiIy paboyero mojsi JTOKYMEHTa,
coctouT u3 cioB "dopma o (HanMeHoBaHME KiaccudukaTopa)" u nudpoBoro Koja.

2.30. HaumeHoBaHWe OpraHM3allid Ha ONaHKE JIOKyMEHTa JOJDKHO COOTBETCTBOBATH
HaMEHOBAHMIO IOPUIMYECKOro JiMIa B ycTaBe opraHuzanuu. Ha GnaHkax JOKYMEHTOB YKa3bIBaeTCs
HOJHOE OpHUINATIFHOE HANMEHOBAHNE IOPUANIECKOTO JIMIA C YKAa3aHHEM €r0 OpraHn3aliOHHO-TIPaBOBOMN
¢dbopMbl, HaJl HAUMEHOBAaHMEM OpIaHU3alMM YKA3bIBAa€TCS HAMMEHOBAHHE BBIIIECTOAIICH OpraHU3aluu
(npu ee HaIWYMM), [0 HAUMEHOBAaHUEM OpraHM3allMM B CKOOKaX yKa3bIBAa€TCsl COKpAILIEHHOE
HaMEHOBaHME OPTaHU3aLMH, €CJIU OHO IPEJYCMOTPEHO YCTaBOM.

2.31. HaummeHOBaHWE CTPYKTYpPHOTO TMojApasJeieHus (B TOM ducie (uianana, OTACICHHS,
MIPEJICTAaBUTENbCTBA, KOJJIETHaIbHOTO, COBEIIATEIHHOIO0 WM HMHOTO OpraHa) yKas3bplBaeTcs B OJIaHKax
MUCeM M OJIaHKaX KOHKPETHBIX BUIOB JJOKYMEHTOB, M3/1aBa€MbIX COOTBETCTBYIOIIUMU MOIPa3ICICHUSIMU
B COOTBETCTBUM C JIOKAIbHBIMU HOPMATUBHBIMM aKTaMH oOpraHuzanud. Hajg HammeHOBaHUEM
CTPYKTYpHOTO  TOAPA3JICICHHUS YKa3blBaeTCs HAMMCHOBAHHWE OpTraHW3aIlMH, YbUM  (QHIAAIIOM,
OTJEICHUEM, TPEICTABUTEILCTBOM, KOJUIETHAIbHBIM WM  COBEIIATEIbHBIM OpPraHOM JaHHOE
M0/Ipa3/ieJIeHUE SIBISETCS.

2.32. HammeHOBaHUE AOJDKHOCTH JIMIa UCIIOJIB3YCETCA B OlaHKax IHCEM JOJKHOCTHBIX JIMIT U
pacmojrara€Tcs noJJ HaMMCHOBAHUEM OpraHU3aIuu.

2.33. CopaBouHble JaHHble 00 OpraHM3allMU YKa3bIBalOTCS B OJaHKaxX HHCEM U BKJIIOYAIOT:
MIOYTOBBIA a/ipec OpraHu3alUi (JAOMOJHUTEIBHO MOXKET YKa3blBaThbCAd aJpeCc MeCTa HaXOXKACHUS
IOPUINYECKOT0 JIMIa, €CJIM OH HE COBMAJaeT C MOYTOBBIM aJpecoMm); HoMmep TenedoHa, akca, agpec
AJIEKTPOHHOM MOYTHI, CETEBOM ajjpec, a Takke Ko opranu3zaiuu rno OomepoccuiickoMy kiaccuukaTropy
npeanpusatiii u  opranmzauuit  (OKIIO), OCHOBHOH rocynapcTBEHHBIH pPErMCTPALMOHHBIA HOMEp
opranuzanuu (OI'PH) u uneHTHdUKAMOHHBIIT HOMEpP HAJIOTOIUIATEIBIINKA/KO TTPUYMHBI TTOCTAHOBKHU
Ha HanoroBsiii yuet (MHH/KIIIT).

2.34. HauMeHOBaHME BHJIa JIOKYMEHTa YKa3bIBAa€TCAd Ha BCEX JOKYMEHTaX, 3a HMCKIIOYEHUEM
JICNOBBIX (CIYy>KEOHBIX) MHCEM, pacloyiaraeTcs I0J HaWMEHOBAaHHEM OpraHu3aluu (CTPYKTYPHOTO
MOoApa3ACIICHUs], TOJDKHOCTH ).

2.35. Jlata 1OKyMEHTa JOJKHA COOTBETCTBOBATH JlaTe MOANUCAHUsS (YTBEPKIACHUS) JOKYMEHTA WIN
(B mpoTOKOIax) aare coObITUSA, 3a(UKCUPOBAHHOTO B JOKYMEHTE.

JlaTa mokyMeHTa 3aluChIBA€TCS B MOCIEAOBATEIHLHOCTH: AEHb MECsAIa, MECAIl, TOJ OJHUM U3 JIBYX
CII0CO0O0B:

apabckumu nudpamu, pasaeaeHHbIMA Toukoit: 05.06.2018;
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cioBecHO-IU(ppoBBIM criocoOoM: 5 uroHs 2018 .

Ha noxymenrtax, ogopmisieMbIx Ha OJiaHKe, Jara JTOKyMEHTa MPOCTABISAETCS IMOJ PEKBU3UTAMU
"HauMEHOBaHHUE BUJIa IOKyMeHTa" (B OJlaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB) U "CIIpaBOYHbBIC IAHHbBIC
00 opranuzaruu (B O1aHKax IUCEM).

JlaToii mOKyMeHTa, M3JAaHHOTO COBMECTHO IBYMsI HJIM OoJiee OpPTraHM3aIUsIMH (IOJKHOCTHBIMH
JTUIAMH ), SIBJISIETCS J1aTa MOANMCAHUS JOKYMEHTA MocieIHed CTOPOHOM.

2.36. PeructpaniuoHHBIA HOMEP JOKYMEHTA - HU(PPOBON UK OYKBEHHO-IIU(PPOBON WACHTU(DUKATOD
JIOKYMEHTA, COCTOSIIUN U3 MOPSAKOBOTO HOMEpPA TIOKYMEHTa, KOTOPBIH, 10 YCMOTPEHUIO OpraHU3allNH,
MOXET JOMOJHATHCS UUPPOBHIMA WM OyKBEHHBIMU KOJaMU (MHAEKCAMH) B COOTBETCTBUH C
UCIOJIb3YEMBIMU KIIACCU(UKATOPAMHU.

Ha nokymeHnTe, cocTaBlieHHOM COBMECTHO JBYMsi M 0oJiee OpraHu3alMsSIMH, IPOCTABIISIFOTCS
PEruCTpallMOHHBIE HOMEpPA JIOKYMEHTAa, IPUCBOCHHBIE KaXKJIO0M W3 opraHusauuidl. PerucrpanuoHHbie
HOMEpa TMPOCTABIISIIOTCA B TOPSJKE YKa3aHWs HAWMMEHOBAHHMM OpraHu3aluii B 3arojOBOYHOM YacTu
(mpeambyse) JOKYMEHTa U OTACISAIOTCA JPYT OT Apyra KOCOi 4yepToil.

2.37. Ccbulka Ha pErucTpallMOHHBIM HOMEpP W JaTy IMOCTYNHBIIEr0 JAOKYMEHTa, COCTOALIas M3
PETHCTPAIHIOHHOTO HOMEpa M JIaThl BXOAALIETO JOKYMEHTa, Ha KOTOPBIN JaeTCs OTBET, IPOCTABIISETCS B
Buje orMetku "Ha N ... or ..." B Gi1aHKe nucbMma.

B TexcT nucemMa-oTBeTa CBEICHUS O PEruCcTpailioOHHOM HOMECPE U AaTC IMOCTYIHMBLICTIO IMUCbMa HE
BKJIFOYAKOTCA.

2.38. Mecro cocTaBieHUs (M31aHUS) JTOKyMEHTa YKa3bIBaeTCs BO BCEX JIOKYMEHTax, KpoMe
JIEJIOBBIX (CITY’KEOHBIX) NMHUCEM, BHYTPEHHHUX HH(OPMAlMOHHO-CIIPABOYHBIX JOKYMEHTOB, a TakKXe€ B
cllydae, €ClIi MECTO HAaXO)KJEHUS OpPraHM3allud BXOJIUT B €€ HaMMEHOBaHWE, Hanpumep: MOCKOBCKUI
TOpPOJICKON YHUBEPCUTET YIPABJICHHUS.

Mecro cocraBneHus (uM3gaHMsA) JOKYMEHTAa YKa3bIBae€TCs B COOTBETCTBHMM C HPUHATHIM
aJIMUHUCTPATUBHO-TEPPUTOPHUATBHBIM JICJICHWEM, Hampumep: c. biarosemeHnckoe Benbckoro p-Ha
ApXaHreiabcKon 0011

2.39. I'pu¢ orpaHuueHus AOCTyINa K JOKYMEHTY MPOCTABISETCS B MPAaBOM BEPXHEM YTy HEPBOIO
JTUCTa JOKYMEeHTa (TpOeKTa JOKYMEHTa, COMPOBOAUTEIHHOTO MHChMAa K JOKYMEHTY) OT TpPaHUILBI
BEPXHETO TMOJs TPH HAJIMYMH B JOKYMEHTE HWH(OpManuu, MOCTYNl K KOTOPOW OTPAHMYMUBACTCS B
COOTBETCTBHUHU C 3aKOHOJATENbCTBOM Poccuiickon denepaunu.

Buael ucnonp3yemblx B OpraHu3alud Tpu@OB OrpaHUYEHHS JOCTYyINa JIOJDKHBI COOTBETCTBOBATH
3aKOHOJATEJIbHBIM U MHBIM HOPMAaTHUBHBIM IPaBOBbIM akTaMm Poccuiickoit @enepanuu u J0KHBI OBITh
3aKpEeIJICHbl B JIOKAJBHBIX HOPMATHBHBIX akTaX. ['puQ orpaHudeHus IocTyna K JOKyMEHTY (IOMeTKa
"Jlns ciry>keOHoro nosb3oBaHus" <6>, rpu¢ "Kommepueckas TaitHa" <7>) MOXKET JIOTOJIHATHCS HOMEPOM
SK3EeMILIsApa JOKYMEHTa W JIPYTMMH CBEJICHHUSIMU B COOTBETCTBHHM C 3aKOHOJATeNbCcTBOM Poccuiickoii
denepanuu.
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<6> Ilynkt 1.4 Ilonoxenus o mopsake odpamieHust co CIy)keOHOH MH(pOpMaIueil OorpaHuYEHHOTO
pacnpocTpaHeHusi B (¢eAepalbHbIX OpraHax HCIOJHUTEIbHON BJIACTH, YIMOJIHOMOYEHHOM OpraHe
YIOpPaBIEHUS HCIOJIb30BAHUEM AaTOMHOM SHEPIUHM U YIOJIHOMOYEHHOM OpraHe II0 KOCMHUYECKOU
NeATEIbHOCTH, YTBEP)KICHHOTO rmoctaHoBiaeHueM IlpaButenscTBa Poccuiickoii @enepanuu ot 3 HOAOps
1994 r. N 1233 (Cobpanue 3akonomarensctBa Poccuiickoit @eneparuu, 2005, N 30, cr. 3165; 2012, N
31, cT. 4368; 2016, N 9, ct. 1263; 2016, N 13, ct. 1833).

<7> Yactp 4 cratbu 6 PenepanpHoro 3akoHa ot 29 utonsg 2004 r. N 98-03 "O xommepueckoi
taiine" (CoOpanue 3akoHoaarenbcTBa Poccniickoit denepanun, 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 nmoxymenTax opraHuzaiuu, COAEpPKalIUX CBEICHMsS, COCTABIISIONIME KOMMEPUECKYIO TaiHYy, B
cooTBeTcTBUM ¢ PeaepanbHbIM 3aKk0HOM 0T 29 utoiia 2004 r. N 98-®3 "O komMepueckoi TaliHe" Hapsay
c rpudoM YKa3pIBaIOTCS IOJHOE OQHIMATBHOC HAUMEHOBAaHHE IOPUAWYECKOTO JIMIA, MECTO €ro
HaxoxaeHusa. Hanpumep:

Kommepueckas raiina

ObY "HaumenoBanue opranuzanuu’
MecTo HaXO0XKIeHUS

2.40. AgpecaT - peKBU3HT, UCIOJb3YeMbId HpU OQPOPMIICHUM AENOBBIX (CIYXKEOHBIX) IHCEM,
BHYTPEHHUX MH()OPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB.

A,upecaTOM JAOKYMCHTAa MOKCT OBITh opranusanus, CTPYKTYPHOC MNOAPA3ACICHHUC OpraHu3aluu,
JOJIDKHOCTHOC MJIN (1)I/I3I/I‘ICCKOC JIUIIO.

PexBusur "agpecatr" opopmisiercs Ha GJIaHKE ¢ YIIIOBBIM PaclloIOKEHUEM PEKBU3UTOB - B BEPXHEH
MpaBol 4YacTW JOKyMEHTa, Ha OJaHKe C MpPOJOJbHBIM DPACIOJIOKEHHEM DPEKBU3UTOB - CIIpaBa IOJ
pexBusnTamu OnaHka. CTpOKHM peKBH3HUTA "ajipecatr” BBIPABHUBAIOTCS 110 JIEBOMY KpalO MM LEHTPYIOTCS
OTHOCHTEJIBHO CaMOW JJTMHHOM CTPOKH.

[Ipu anpecoBaHMM JTOKYMEHTa PYKOBOJHUTENIO (3aMECTUTENIO PYKOBOJIUTENS) OpraHU3alNU
YKa3blBalOTCS B JIaTE€JIbHOM TMaJeXe HAUMEHOBAaHUE JIOJDKHOCTH pPYKOBOJUTENS (3aMECTUTEINs
PYKOBOJIUTEIS ), BKJIOYAIOIIee HAUMEHOBaHNWE OpraHu3aluy, (paMUINio, HHUIMAIB! JOPKHOCTHOTO JIMIIA.
Hanpuwmep:

['enepanbHOMY TUPEKTOPY
®BY "HanmeHoBaHIE
opranuzamnuu"

damumug 1.0.

HpI/I aapeCOBAaHMU IIMCbMa B OpraHu3alliO0 YKa3bIBACTCA €€ II0JHOC MM COKpPaAlICHHOC
HaAaNMMCHOBAHUC B UMCHHUTCIIbHOM ITaACHKE.

[Ipu anpecoBaHny TOKyMEHTA B CTPYKTYPHOE MOJIpa3/IesICHUE OPraHu3allii B pekBu3uTe "aapecat"

KOHcyHbTaHTHJIIOC www.consultant.ru Crpanuna 12 u3 96

HaJeKHasl IpaBoBasl MOAAEPIKKa


http://www.consultant.ru/
http://www.consultant.ru/

Ipuxa3 Pocapxusa ot 11.04.2018 N 44
"O6 yrBepxaeHuu [IprMepHOi HHCTPYKIUU IO IeTONPOU3BOACTBY B
rOCY/lapCTBEHHBIX OPraHU3aIL...

JoxkymenT npenoctasien Koncynsrantlmoc
Jarta coxpanenus: 22.08.2018

YKa3bpIBaIOTC B HMMEHUTEIBHOM TaJeK€ HAUMEHOBAaHWE OpraHu3allid, HWXKE - HauMEHOBaHUE
CTPYKTypHOTO nojapasnenenus. Hampumep:

®BY "HaunmenoBaHue
opranuzanuu"
DUHAHCOBOE YIIPABICHUE

IIpu azxpecoBaHMM ©UCbMa PYKOBOIMUTENIO CTPYKTYPHOTO NOJPA3ZelICHUs] YKa3bIBAIOTCS B
MMEHHUTEIIbHOM [1a/Ie’)K€ HAMMEHOBAaHUE OPraHu3alliy, HW)KE - B JIaTE€JIbHOM IaJIeKe HAaUMEHOBAHHUE
JOJDKHOCTH PYKOBOJUTENS, BKIIIOYAIOIIEE HAUMEHOBAaHHME CTPYKTYPHOTO MOJpa3esieHus], (aMHIIHUIO,
nHunmanel. Hanpumep:

®bBY "Haumenosanue
opranuzamnuu"
PykoBoauTento 10roBopHoO-
MIPaBOBOTO OTJIETIa
damunus U.0.

[lepen dammmuedt TOMHKHOCTHOTO JIMIIA JIOMYCKAeTCS YHOTPEOJATh COKpamieHue 'r-Hy"

(rocrioanHy), €y agpecar My>KuuHa, Uiy "r-ke" (rocroxe), ecliu ajipecat KeHIIMHA, HalpuMep:

r-uy ®amunus 1.0.
r-xe Gamummg U.0.

[Tpu paccbuike TOKyMEHTa IpyIiiie OpraHu3alyii OTHOTO THIAa UM B CTPYKTYpPHBIE MOApa3/eNeHHs
OJIHOM opraHu3aluy, ajgpecar ykasbiBaeTcs 0000menHo. Harpumep:

PykxoBonutensm ¢unuanos
®OBY "HaumeHoBaHnue
opraHuzanuun"

PykoBoguTensam ynpaBieHUN
u otaenoB ®BY "Hanmenosanue
opraHuzamuun"

IIpu paccbulke NOKyMEHTa HE BCEM OpraHM3alUsAM WIN CTPYKTYPHBIM TMOJPA3AEICHUSAM IO
pexBu3uTOM "Anpecar” B ckoOkax ykazbiBaetcs: "(mo cnucky)". Hampumep:

PykoBoauTensm ynpaBieHHU U OTAEIIOB
OBbY "HauMeHoBaHue
opranuzamnuu"

(o criucky)
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Crucok PAaCCBUIKH COCTABJIACTCA MUCIIOJITHUTCIICM.

Ecnu nuceMo HampaBiisieTCsl B OpraHU3alMio WU JTOJDKHOCTHOMY JIMILY M JUIsl CBEJICHUS elle pAIy
OpraHu3alMil WK JTOJBKHOCTHBIX JIUI, OOIIee KOJIMYECTBO aJpecaToB HE JIOJDKHO OBITH 00Jiee YeThIPEX,
MpY 3TOM OCHOBHOM ajipecaT yKa3bIBaeTcs MepBbIM, ciioBo "Komnusa" nepen BTOpbIM, TPETHbUM, YETBEPTHIM
ajipecaTaMM HE II€4aTaeTcs.

B cocraB pekBu3uta "Agpecar" MOXKET BXOJIWUTh MOYTOBBIM aapec. DJIEMEHThl OYTOBOrO ajapeca
YKa3bIBaIOTCA B IOCJEI0BATEILHOCTH, YCTaHOBIEHHOUN [IpaBmiamu okazaHus yCIyr MOYTOBOM CBSI3U
<8>:

<8> Ilynkt 22 [IpaBui okazaHus yCiIyr IOYTOBOM CBSI3U, YTBEPKACHHBIX MTPUKa30M MuHucTepcTBa
CBA3M U MaccoBbIX KoMMyHuKanuil Poccuiickoit ®epepanuu ot 31 wurona 2014 r. N 234
(3apeructpupoBan B MunucrepctBe roctunuu Poccuiickoir ®enepamuu 26 nekabps 2014 r.,
peructpauronubii N 35442), ¢ u3MEHEHUsIMH, BHECEHHBIMH MpUKa3oM MUHHCTEPCTBA CBS3H U
MaccoBbIX KoMmMMmyHuKauuii Poccuiickoit ®epepanuu ot 13 deBpans 2018 r. N 61 "O BHeceHuu
M3MEHEHUH B Npuka3 MUHHUCTEPCTBA CBSI3U U MacCOBbIX KOMMyHHKaluil Poccuiickoit @eneparuu ot 31
utonst 2014 r. N 234 "O6 yrBepxaenuu [IpaBus oka3zaHusi yciayr MO4YTOBOM CBs3U" (3aperucTpupoBaH B
Munuctepctse octuniuu Poccuiickoit @enepanun 28 mapra 2018 r., peructparunonsasii N 50545).

a) U1 IOPUAAYECKOrO JIMIAa - TOJIHOE WJIM COKpPAIleHHOE HAaWMEHOBAaHHWE (MPU HAJUYMH), IS
rpaxIaHuHa - paMuIus, UM, OTYECTBO (MTOCIEAHEE MTPH HATUYHH);

0) 0aHKOBCKHE PEKBU3UTHI (ISl IOYTOBBIX MEPEBOOB, HAMPABISIEMbIX IOPUANYECKOMY JIUIY WU
IMPUHUMAEMBbIX OT IOPUIUYECKOTO JHIIA);

B) Ha3BaHUE YJIMIIBI, HOMEp JOMa, HOMEp KBapTUPHI;

I') Ha3BaHUE HACEJICHHOT' O ITyHKTa;

1) Ha3BaHHUE palioHa;

€) Ha3BaHHUe pecnyOInKH, Kpas, 00JacTH, aBTOHOMHOTO OKpyra (00y1acTu);
’K) Ha3BaHME CTPAHBI (JUIsI MEXAYHAPOIHBIX MIOYTOBBIX OTIPABICHUI);

3) HOYTOBBINA MHJIEKC.

ITouToBBIi aapeC HEC YKa3bIBACTCA B AOKYMCHTAX, HAIIPaBJIACMBIX B BBICIIHNEC OpraHbl BJIACTH,
BBIICCTOANUNE OpraHU3anu, MmoABCAOMCTBCHHBIC OpraHu3alvii W IMOCTOAHHBIM KOPPECIIOHACHTAM (32[
HUCKIIIOYCHHUEM HallpaBJICHUA ITMCEM YKAa3aHHBIM aapecaTaM B KOHBEPTAX C IMPO3pavyHbIMU OKHaMI/I).

[Tpu oTmpaBke MUCHbMa MO JIEKTPOHHOW MOYTe WK (PaKCUMUIBHON CBsI3U (6€3 JOCHUIKH TI0 TIOYTE)
MTOYTOBBIN ajjpec He yka3biBaeTcs. [Ipr HEOOXOIMMOCTH MOXET OBITh YKa3aH JICKTPOHHBIN aapec (HoMep
tenedona/paxca). Hampumep:
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OBV "Haumenosanue
opranuzaruu"

DJEeKTPOHHBIN aapec

2.41. I'pud yrBepkIeHHUS JOKYMEHTA IMPOCTABIISETCS HA JOKYMEHTaX B IPAaBOM BEPXHEM YIIIY
IIEPBOr0 JUCTa JOKyMeHTa. CTpPOKM PEKBHU3UTA BBIPABHMBAIOTCS I10 JIEBOMY Kpal0 WM LIEHTPYIOTCA
OTHOCHUTEJIBHO CaMOW JJIMHHOM CTPOKH.

[Ipu yTBepX)ACHUM JOKYMEHTAa COOCTBEHHOPYYHOM MOJINHUCHI0 JOJHDKHOCTHOrO JHma rpud
yrBepxkaenus coctout u3 ciosa "YTBEPXKJIAK", nauMeHoBaHMS JOKHOCTH JIMIIA, YTBEPKAAIOIIETO
JOKYMEHT, €T0 MOANKUCH, MHUIHAIOB, (aMUIINU U aThl yTBepxkaAeHus. Hanpumep:

YTBEPXAIO
Hupexktop ®BY "HanmenoBanue
opranuzaruun"

IHoanuce N.0. ®amunus

Hara

[Tpu yTBEpX /IEHUU NOKYMEHTa PaCIOPSIIUTEIbHBIM JOKYMEHTOM TIpu() YTBEPXKIECHHUS COCTOHMT M3
cioa  "YTBEPXJEH" ("YTBEPXIAEHA", "YTBEPXJIEHBI" wm "YTBEPXIEHO"),
COIJJaCOBAaHHOTO C  HAaMMEHOBAaHMEM  BHMJA  YTBEP)KIAeMOIO0  JOKYMEHTa, Ha3BaHWs  BHJIA
pacnopsAUTEIIBHOIO JOKYMEHTAa B TBOPUTEIBHOM NAJEKE, €ro JaThl, HoMepa. Hanpumep:

(Permamenr) YTBEPXJEH
npukazom ObY "Haumenosanune
opranuzaruu"
oT 5 okTs10ps 2017 . N 82

(ITpaBuna) YTBEPXIEHbI
npukazom ®BY "HaumeHnoBanue
opraHuzauun"
oT 5 okTsa0pst 2017 r. N 83

HpI/I YTBCPKIACHUN NOKYMCHTA KOJUJICTHAJIBHBIM, COBCIIATCIIBHBIM WJIM WHBIM OPraHoOM, pCHICHUS
KOTOPOro (PMKCUPYIOTCS B IPOTOKOJIE, B Ipude yTBEP)KIACHUS YKa3bIBaeTCs, HAMMEHOBaHHE OpraHa, Jara
1 HOMep MpoToKoia (B ckobkax). Hanpumep:

(ITomoxxenue) YTBEPXJIEHO
Hay4HO-TeXHUYECKUM COBETOM
®OBY "Unnosamusa"

(mpotoxoin ot 12.09.2017 N 12)
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2.42. 3arojioBOK K TEKCTY - KpaTKO€ COAEpKaHHe NOKyMEHTa. Eciii 3aroioBoK K TEKCTY OTBEYAET
Ha Bompoc "o yem?", oH HaumHaercs ¢ mpemora "O" ("OG6"). Ecnu 3aroioBok K TEKCTy OTBEUYaeT Ha
BoIpoc "uero?", OH COCTABJISIET OJIHO 1I€JI0€ C Ha3BaHHEM BHUa I0KyMeHTa. Hampumep:

npuka3 (o yem?) 0 CO3/IaHUU aTTECTAllMOHHONW KOMHUCCUH

nUCHMO (0 yem?) 0 peJOCTaBICHUH HH(POpMAIUN

aKkT (4ero?) mpuema-rnepenadu aei

IIPOTOKOJI (4ero?) 3aceianus SIKCIIEPTHON KOMUCCUU

3aroj0BOK K TEKCTY 0(opMIIeTCs 1101 PEKBU3UTaMU OJIaHKa CJIeBa, OT TPaHMILIbI JIEBOTO HOJIS.

2.43. TekcT IOKyMEHTa COCTaBJIIETCS Ha roCyAapCTBEHHOM si3blke Poccuiickoit @enepauuu uiu
rOCY/IapCTBEHHOM $I3bIKE (s3bIKax) pecryOnuk B cocraBe Poccuiickoit dexepanuy B COOTBETCTBUH C
3aKOHOATEIBLCTBOM PECIyOsInK B coctaBe Poccuiickoit denepanmn <9>.

<9> 3akon Poccuiickoit ®@eneparuu ot 25 oktadps 1991 r. N 1807-1 "O s3bpikax Hapom0OB
Poccuiickoit ®enepaunu" (BegomocTu che3naa HapoaHbIX aenyTatoB u BepxoBHoro CoBera Poccuiickoii
Oenepauun ot 12 gexadps 1991 r., N 50, cr. 1740; CobOpanue 3akoHoparenbcTBa Poccuiickoi
Oenepanun, 1998, N 31, ct. 3804; 2002, N 50, cT. 4926; 2013, N 27, c1. 3477; 2014, N 11, cT. 1094).

TekcT MoKyMeHTa JOHKEeH OBITh COCTaBJIEH IPaMOTHO, SICHO, IOHATHO U MO BO3MOXHOCTH KPAaTKOo.
TekcT HOKyMEHTa JTOJKEH COJEpKaTh JOCTOBEPHYIO M aKTYyaJdbHYIO MH(OpPMAIHIO, JTOCTATOUYHYIO IS
MIPUHSATHSI PEIICHUN WM UX UCTIONIHEHUS, HE IOJDKEH JIOMYCKaTh Pa3jIMYHbIX TOJKOBAHUM.

B Tekcte JOKYMCHTA, IIOATOTOBJICHHOM HAa OCHOBAHHWH 3aKOHOAATCJIBHBIX WJIM MHBIX HOPMATHBHBIX
IMPaBOBLIX AKTOB, PAaHEC NU3JIAHHBIX PACTIOPAAUTCIIBHBIX JOKYMCHTOB, YKA3bIBAOTCA UX PCKBU3UTHI:

HAaUMEHOBAHME JIOKYMEHTa, HaUMEHOBAaHME OpraHa BJACTH (OpraHu3aluu), Wu3AaBIero(eil)
JOKYMEHT, J1aTa IOKyMEHTA, PETUCTPALMOHHBI HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaMMCHOBAHUC OpraHu3anuMvd HWJIM JOJDKHOCTHOrO JiMhoa, YTBCPAUBIICTO JOKYMCHT, JaTa
YTBCPKIACHUA JOKYMCHTA.

TekcT MOKyMEHTa MOXET COJAEPIKaTh pasJeNbl, MOAPa3/Aeibl, IyHKTHI, MOAIYHKTH, HyMEpyeMbIe
apabckuMu UdpaMu. YpoBHEH pyOpUKaIlui TEKCTa He TOJKHO ObITh Oosiee YeThIpex.

TekcT ToOKyMeHTa U3J1araeTcs:
B IIPUKa3ax, U3JaHHBIX €INHOJINYHO, - OT IEPBOTO JIMIa eJMHCTBEHHOr0 uncia (... mpukasbiBai");

B TIpHKa3aX, WM3JIaHHBIX COBMECTHO JBYMs WJIH 0oJjiee OpraHu3alusIMH, - OT TIEPBOTO JIHUIIA
MHOKeCTBeHHOT0 uncina (... mpuka3piBaem");

B TPOTOKOJAX 3acelaHuii - OT TpeThero muna wMHoxkecTBeHHoro uyucia ("CJIIYITAJIN",
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"BBICTYIIMJIN", "TIOCTAHOBWJIN" nau "PEIINIIA");

B JICNIOBBIX MHUChbMaX, O(OPMIICHHBIX Ha OJlaHKax OpraHu3alud, - OT [EepPBOro JHIa
MHOECTBEHHOI'0 4uciia (MPOCUM, HAMpaBliieM, MpeAsiaracM) WKW OT TPEThEro JMla €AMHCTBEHHOTO
yucna ("mpeanpusTue He Bo3paxaert...", "MHCTUTYT CYMTAECT BO3MOXKHBIM...");

B JICJIOBBIX MHUCHhMaX, 0(hOPMIICHHBIX Ha JODKHOCTHBIX OJIaHKaX, - OT EPBOTO JHUIA €IUHCTBEHHOTO
yucna ("mpomry ...", "mpennaraso ...");

B JIOKJIAHBIX M CIY)KCOHBIX 3alHCKaX, 3asBICHUSAX - OT INEPBOTO JIMIA SAWHCTBECHHOTO YHCIA
("mpomry ...", "cuuTaro HEOOXOIUMBIM ...");

B JIOKYMEHTaX, YCTaHaBIUBArOMUX (yHKIUH (00S3aHHOCTH), TpaBa M OTBETCTBEHHOCTb
CTPYKTYPHBIX IOJIpa3/ieleHni, paOOTHUKOB (TI0JIOKEHHE, MHCTPYKIHS), @ TAKXKe COACPIKALINX ONHCAaHUE
cuTyanui, aHanu3 (akTOB M BBIBOABI (AKT, CIpaBKa), MCIONb3YyeTcs (OpMa H3IIOKEHHS TEKCTa OT
TPEThEro JMLA EJUHCTBEHHOIO WM MHOXXECTBEHHOro uucia ("oraen ocyuiecTBiseT (QyHKUuM...",
"KOMHCCHS TIPOBEJIa TPOBEPKY...").

HpI/I INOATOTOBKEC TCKCTAa MAOKYMCHTA CICAYCT CO6J'IIO,Z[8.TB I[IpaBujla HaAIIMCAaHHA Oq)HI_IPIaJIBHHX
HaHMeHOBaHI/IfI, YUCIUTCIBbHBIX U CIUHUL U3MCPCHUS.

B Tekcrax JOKYMEHTOB YHOTpeOIsitoTcs OOUIenpuHAThIE a0OpeBUaTypsl U rpaduueckue
COKpALICHHUS.

[Tpu ykazanuu B TekcTe GaMWIMKM WA WHHUIHMAIBI CTaBiITca mocie (amunuu. B nenoBbix
(ciyeOHBIX ) MIUChMaX UCTIOIb3YIOTCS:

BCTYIIUTCIBHOC 06paH.leHI/IeI

YBaxkaemblii rocnioguH IIpencenarens!
VYBakaemblii rocriogud Munuctp!
VBaskaemblid rocriogud MBanos!
VYBakaemas rocnioxxa [letposa!
YBaxaewmsiii MBan IletpoBuy!
VBaxxaemas Anna Hukoiraesua!
VBaxkaeMmrle rocmoal

3aKJIIOYUTEIbHASA ATHUKeTHAs Ppaza: "C yBaxkeHueM, ...".

HanMeHnoBanme MOMKHOCTH B OOpaIeHWH MHUIIETCS ¢ MPOMUCHON OYKBBI, B OOpaIieHuu 0
(dhaMuIHK WHUIIUATBI JIUIA HE YKa3bIBAIOTCH.

2.44. OT™MeTKa O MPHJIOXKEHUU COIEPKUT CBEJACHHUS O JOKYMEHTE (JOKYMEHTax), MpuiaraéMoMm K
COIIPOBOJIUTENILHOMY IUCbMY, HHOMY HWH(OPMAIMOHHO-CIIPABOYHOMY IOKYMEHTY, WJIM O TOM, 4YTO
JOKYMEHT SIBJIIETCS MPUJIOKEHUEM K OCHOBHOMY JIOKYMEHTY (HOPMaTHBHOMY, PacCOPSAIUTEIHHOMY WU
UHOMY).

B conpoBoauTenbHbIX MUChbMaxX U JPYIHMX HMHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKa O
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MMPUIIOKCHUU O(i)OpMJISIeTCSI noa TCKCTOM OT I'PaHUIBI JICBOTO ITOJIA CICAYIOIHUM 06pa30M:

€CIIM IIPUIIOXKEHHE Ha3BaHO B TEKCTE:
[Ipunoxxenue: Ha 2 1. B 1 3K3.
€CITM TIPUJIO’KEHUE HE Ha3BaHO B TEKCTE MIIU €CIIH MPUIIOKEHUN HECKOJIBKO!

[Ipunoxenue: 1. 1. [lomoxxenne 06 YmpaBiaeHUN PErHOHAIBHOTO KPEIUTOBAHUS Ha S5 JI. B
1 3K3.
2. CopaBka O KaIpOBOM COCTaB€ YTPABICHUS PETHMOHAJIBLHOTO

KpeIuTOBaHUs Ha 2 JI. B 1 9K3.
€CJIM MPUIIOKEHHE (MIPUIIOKEHHUS ) COPOUTIOPOBAHO(BI):

[Tpunoxenue: B 2 9K3.

[Ipunoxenue: otuet 0 HUP B 2 3k3.

€CJIM JOKYMCHT, ﬁBJI?IIOHIHfIC?[ MMPHUIIOKCHUCM, UMCECT IPHUIIOKCHUSA C CaMOCTOSATCIbHOM HYMGPaHHCﬁ
CTpaHUII:

[Tpunoxxenue: JIOTOBOP BO3ME3HOr0 oKazanus ycayr ot 05.09.2017 N 32-17/72 n
MPUIIOKEHUS K HEMY, BCEero Ha 7 1.

€CIIM TIMCbMO HAIPAaBISETCS HECKOJIBKUM ajpecaraM, a JOKYMEHT-TPHIOKEHHE TOJIBKO MEPBOMY
azpecary:

[Ipunoxenue: Ha 3 1. B | 3K3. TOJIBKO B MEPBBIN aapec.

€CIi TPWIOKEHHEM SBISIOTCA JOKYMEHTBI, 3alHicaHHble Ha (u3udeckn 000COOIECHHBIN
AJIEKTPOHHBIA HOCUTEb:

ITpunoxxenue: DVD-R B 1 3k3.

[Ipu »sTOM Ha BKIajbllIe (KOHBEPTE), B KOTOPBIA MOMEIIAETCS HOCUTENb, YKa3bIBAIOTCS
HaWMEHOBAHMS JIOKYMEHTOB, 3allMCAaHHBIX HA HOCHTEIb, UMEHa (paitioB, 00beM B OaiiTax.

B pacnopsiuTenbHBIX JIOKyMEHTaX (IpHUKa3ax, pPacHopsDKEHUsX), JO0roBOpax, IOJIOKEHHSIX,
MpaBWJIax, UHCTPYKUUAX M JOPYTHX JOKYMEHTaX OTMETKa O MPHJIOKEHUH O(QOpMIIIETCS CIIETYIOIIUM
obpa3zom:
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B TEKCTE JOKYMEHTA IPHU TIEPBOM YIIOMUHAHHUH JIOKYMEHTA-TIPHIIOKEHUS B CKOOKaX YKa3bIBACTCH: ...
(mpunoskenue) Wi ... (mpuiaoxenue 1), (mpunoxenue N 1);

Ha IICPBOM JIMCTC JOKYMCHTA-IIPHUJIOKCHUA B IIPABOM BCPXHEM YIIY YKA3bIBACTCA:

[Tpunoxenue N 2
k npukazy ®bY "HaumenoBanue

opranuzamnuu"
ot 15.08.2017 N 112

Ecnu npunoxeHneM K pacnopsauTeNbHOMY AOKYMEHTY SIBJIAETCS JIOKAJIbHBIA HOPMAaTHBHBIA aKT
UM HMHON [OKYMEHT, YTBEP)KIAeMbId IaHHBIM pacCHOpPSIAUTEIBHBIM JOKYMEHTOM, Ha IIEpBOM JIUCTE
MIPUJIOXKEHHUS IIPOCTABIISIETCS OTMETKA O NMPUJIOKEHUU (0€3 CChUIKM Ha pacHopsSAUTENbHbIM JOKYMEHT) U
rpud yTBEpPXKICHMS, B KOTOPOM YKAa3bIBAIOTCS JAHHBIE PacIOpPSIUTEIBHOIO JOKYMEHTa, KOTOPBIM
YTBEPKJIEH TOKYMEHT-IIpuioxkenue. Hampumep:

[Tpunoxenue N 1

YTBEPXIEHO
npukazom ObY "Haumenosanue

opranuzamnuu"
ot 18.09.2017 N 67

2.45. T'pud cormacoBaHus MPOCTABISAETCS HA JOKYMEHTE B CIIydae €ro BHEIIHErO COTJIaCOBAHMS
(cormacoBaHue ¢ OpraHaMH BIIACTH, UHBIMH OPTaHU3ALUSIMU, JTOJKHOCTHBIMH JTUIIAMHU).

I'pu cornacoBaHusi B 3aBUCHMOCTH OT BUJa JOKYMEHTa U 0COOEHHOCTEN ero 0(OpMIIECHHSI MOXKET
IIPOCTaBIIATHCS:

Ha MEPBOM JIUCTC JOKYMCHTA (CCJ'[I/I JOKYMEHT MMECT TI/ITy.]'IBHI:II\/'I JIUCT, - HA TUTYJIbHOM J'II/ICTG) B
JIEBOM BEpXHEM YIJIy Ha YpOBHE rpu(da yTBEp>KACHHUs WU 0] HAaUMEHOBAHHWEM TOKYMEHTa OJKe K
HUKHEMY TIOJIIO);

Ha MOCJICAHEM JIMCTC NOKYMCHTA IO TEKCTOM;,
Ha JIUCTEC COrjlaCOBaHUA, ABIAOIIEMCA HEOTHEMIIEMOM 9aCThIO AOKYMCHTA.

I'pud cormacoBanusi cocroutr u3 cinoBa "COI'JTACOBAHO", nomkHOCTM IuIa, C KOTOPBIM
COIJIACOBaH JIOKYMEHT (BKJIIOYasi HaMMEHOBAHHE OpraHM3allH), €ro COOCTBEHHOPYYHOH MOAIMMHCH,
WHUIIMAJIOB, (aMUJINH, AaThl coriacoBanusi. Hampumep:

COI''TACOBAHO
I'enepanbHbBIN AUPEKTOP
OBbY "HaumeHoBaHue
opranu3anuu’
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IToamuce 1.0. ®amnnus

Hara

Ecnu cornacoBaHue OCyHIECTBIISIETCS KOJJIETHAIbHBIM, COBEUIATENbHBIM WM HWHBIM OpPraHOM, B
rpude CorilacoBaHUSl yKa3bIBAIOTCS CBEAEHUS 00 OpraHe, COTJIaCOBaBIIEM JIOKYMEHT, JlaTe M HOMepe
MIPOTOKOJIa, B KOTOPOM 3a(MKCUPOBAHO PEIICHUE O COrflacoBaHMM. Eciu corjacoBaHue OCyIECTBISIETCS
MHUCbMOM, YKa3bIBAIOTCS BUJI JOKYMEHTA, HAMMEHOBAHHME OPraHU3alliy, COIVIACOBABIICH TOKYMEHT, /1aTa
1 HoMep nucbMa. Hampumep:

COI''TACOBAHO
Hay4yHO-TeXHHUYECKUM COBETOM
OBV "HaumenoBanue opranuzanuu’

(IpoTokoI OT N )
COI''TACOBAHO

nucbMoM OBY "HaumenoBanue
opraHuzanun"

oT N

2.46. BuyTtpeHnHee coriacoBaHHe JTOKyMeHTa odopmisieTcss Bu3oi. Busa BelpakaeT MHEHUE JHIIA,
BU3HUPYIOIIETO MPOEKT JTOKYMEHTAa, U BKJIIOYAET: JAOKHOCTH JIMIA, BU3UPYIOLIETO JOKYMEHT, MOAMMKCH,
pacpoBKy MoaAnucH (MHULKANbI, (haMUIINIO) U JaTy BU3HUpoBaHus. Hanpumep:

PykoBoauTens 10puaNYECcKOro oTaena
Tloanuce 1.0 Gamunus

[ara
[Ipu HanmMuuM 3aMeYaHHi K JOKYMEHTY BU3Y O(DOPMIISIIOT CIIEAYIOIIUM 00pa3oMm:

3amevaHus TPUIIaraloTCs.
PykoBoauTens 1opuaHM4ECKOro OTaena
Iloamuce 1.0 ®ammnus
Hara
B nokymeHTax, NoJIMHHUKNA KOTOPBIX XPAHATCS B OpPraHU3alllK, BU3bI MPOCTABIISIIOT HA TTOCIEAHEM

JMCTE JOKYMEHTA IO/ MOANUCHI0, Ha 000pOTe MOCIETHEro JINCTa MOJIMHHUKA JOKYMEHTa WIN Ha JIHCTe
COIJIacoBaHUs (BU3MPOBAHUSA), IPUIIATAEMOM K TOKYMEHTY.

B ucxomsmux JOKYMCHTAX BU3bI MPOCTABJIAKOTCA Ha JK3CMIUIAPAX JOKYMCHTOB, IIOMCIIACMBIX B
J€J10.

KouncyabrantIlitoc
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[lo ycMOTpeHHIO OpraHU3alMM MOKET MPUMEHSTHCS IMOJIMCTHOE BU3UPOBAHUE JIOKYMEHTA U €ro
MIPUIIOKEHUH.

CornacoBaHue MPOCKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYIIECTBISIETCS B COOTBETCTBHH C
nyHktamu 4.1 - 4.11 IlpumepHON HHCTPYKITUH.

2.47. Tlonnmuch BKJIIOYAET: HAMMEHOBAHUE JOJDKHOCTH JIMIIA, MOJIMUCHIBAIOLIETO JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MONKNCH, UHUIIUANBI, pamunuio. Hanpumep:

['enepanbHbIil qUpPEKTOP [Moanuce N.0. Gamunus

Ecnu nokymeHT odopmiieH He Ha OJaHKE, B HANMEHOBaHUE JOJIKHOCTH BKJIFOUAETCS HAUMEHOBAHHUE
opranuzauuu. Hanpumep:

I'enepanbHbII AUPEKTOP
ObY "HaumeHoBaHue
opraHuzanun" [Moanuce N.0. Gamunus

[Tpu odopmieHnn HOKyMeHTa Ha OJIaHKE JTOJHKHOCTHOTO JIMIIA JOJDKHOCTH 3TOTO JIMIA B MOJIHCH
HE YKa3bIBaeTcsl.

Tloanuce N.0. ®amunus

[Ipy nmoamucaHuM JOKYMEHTAa HECKOJBKMMHU JOKHOCTHBIMU JIMIIAMH, 3aHMMAIONIMMH pa3HOe
II0JIOKEHHE, UX MOANMCH PaclojararTcs OJHA MOJ APYrod B IOCJIEN0BATEIBHOCTH, COOTBETCTBYIOIIEH
crarycy no/nkHocTd. Hanpumep:

I'enepanpHbIl qUpPEKTOP [Moanuce N.0. ®amunus

I'naBHbIN Oyxranrep IToanuce N.0. ®damunus

[Ipy moanmucaHWM AOKYMEHTa HECKOJbKMMH JMIAMH pPaBHBIX JODKHOCTEH WX TMOJIIMHICH
pacrojararoTcs Ha oJHOM ypoBHe. Hanpumep:

3amecTuTeNnb IUPEKTOpa 3aMecTuTeNb TUPEKTOpa
1o (MHAHCOBBIM BOTIPOCaM 10 aIMUHUCTPATUBHBIM BOIIpOCaM
ITonmmce N.0. ®ammmsg ITonmuce N.0. ®amummsg

B noxymeHTax, MOATOTOBICHHBIX KOMHCCHEH, B TOAMKMCH YKa3bIBA€TCSl CTATYC JIUIA B COCTaBE
komuccun. Hanpumep:

N.0. ®amunus
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[Ipencenarenp koMmuccuun IMoamnuce
YjieHbpl KOMUCCUU IMoamnuce HN.0. ®amunus
IMoamuce HN.0. ®amunus

[Ipy mnoamucaHuu AOKYMEHTA JIHMIIOM, HCHOJHSIONIMM OOS3aHHOCTH PYKOBOJIUTENS, MOANUCH
oopmIsieTcs ¢ ykazaHHEM CTaTyca JOHKHOCTHOTO JIMIIA B COOTBETCTBUU C TIPUKA30M (PaCTIOPSIKEHUEM ).
Hanpuwmep:

N.o. nupexropa [Toanuce N.0. Gamunus
nin:

Hcnonssromuii 06s13aHHOCTH
JUpEKTOpa IToanuce N.0. ®damunus

IIpu noanrcaHuu AOKYMEHTA JINLIOM, UMEIOIIMM MPABO IOJAIIUCH B CIIy4ae BPEMEHHOTO OTCYTCTBHS
PYKOBOJIUTEIS, UCIIPABICHUS! B HAUMEHOBAHUE JOJDKHOCTH U paciM(PpoBKY (paMuiIuu noaroToBIEHHOIO
U COTJJACOBAHHOT'O IIPOEKTa JOKYMEHTa BHOCATCA OT PYKH WM C HCIOJIB30BAHMEM COOTBETCTBYIOIIHX
mraMnoB. He nomyckaercs cTaBUTh KOCYHO0 4epTy, HaANMCh "3a" mepel HauMEHOBaHUEM JOJKHOCTH
JIMLA B MOATMCH, €CIIN JOKYMEHT MOIINCHIBAET HHOE JTOJKHOCTHOE JIMIIO.

2.48. OTmeTKa 00 3JeKTPOHHOMN MOJAMUCH MCTIONIB3YeTCs JUIsl BU3YaTU3aIMH 3JIEKTPOHHON MOogNIHCH
roJiyyaTesneM JOKyMEHTa Npu OOMEHE O3JIEKTPOHHBIMHU JIOKYMEHTaMM, IOANHUCAHHBIMH YCUIIEHHOU
KBaJTM(UIIUPOBAHHON 3JIEKTPOHHOH MOAIHUCHIO.

B cootBercTBUM ¢ 3akoHOMaTeNbCTBOM Poccuiickoit denepanmu <10> orMeTrka 00 3JIEKTPOHHOM
noanucu GopMUPYETCsl U BHU3YATH3UPYETCsl MPOTPaMMHBIMU cpeAcTBamMu. OTMETKa 00 3IEKTPOHHOM
MOAMKUCH BKJII0UYaeT gpa3zy "JIOKyMEeHT MOANKUCAH AJIEKTPOHHON MOMIMUCHI0", HOMEp cepTUudUKaTa Kiroua
ANEKTPOHHON MOMAMUCH, PaMHIINIO, UM, OTYECTBO BIaJeNbla cepTu(UKaTa, CpoK IeHCTBUS cepTudukara
KJIFOYa AJIEKTPOHHOM noanucu. Hanpumep:

<10> Ilpukaz MwuHucrepcTBa CBA3M M MacCOBbIX KOMMyHHKauuii Poccuiickoit ®denepanuu u
denepanbHOit cyxk0b1 oxpanbl Poccuiickoit @enepannu ot 27 mas 2015 r. N 186/258 "O6 yrBepk1eHHH
TpebGoBanuii K OpraHU3aIMOHHO-TEXHUYECKOMY B3aWMOJEUCTBUIO TOCYIApCTBEHHBIX OpPraHOB H
rOCYJapCTBEHHbIX OpraHu3allii TMOCPeJACTBOM OOMeHa JOKyMEHTaMH B D3JEKTPOHHOM Buie"
(3apeructpupoBan B MunuctepctBe toctunmu Poccuiickorr ®emeparuu 22 centsiops 2015 r.,
peructpanroHHslii N 38956).

JIOKYMEHT IOJINCAH
SJIEKTPOHHOM ITOITACKIO

Hupexrop Cepruduxar lal11aaa000000000011 N.0. Gavumus
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Bnanenen ®amunnga Umsa OTuecTBO
HeiictBurenen ¢ 01.12.2012 mo 01.12.2017

[Tonnucanue (yTBEp)KICHHME) JIOKYMEHTAa OCYIIECTBIISETCS B COOTBETCTBHMM C IYHKTOM 2.47
[IpuMepHOI UHCTPYKLIMH.

2.49. Ilevath 3aBepseT MOMJIMHHOCTb NOJMMCH JOJDKHOCTHOTO JIMIA Ha JOKYMEHTax,
YIOCTOBEPSIONINX TIPaBa JINIl, PUKCUPYIOMHX (aKThI, CBSI3aHHBIC ¢ (PMHAHCOBBIMHU CPEIICTBAMH, & TAKKE
Ha MHBIX JIOKyMEHTax, IpelyCMaTpUBAIONIMX 3aBEpEHHE IOJIMUCH IeYaThbl0 B COOTBETCTBUU C
3aKoHoarenscTBOM Poccutickon Penepanuu.

JIoKyMeHTBl ~3aBepsIlOT Te4aTblo opraHuzanuu. Ileyatp mpocTaBiseTcs, HE 3axBaThIBas
COOCTBEHHOPYYHOUW TOJIUCH JIUIA, TOJIUCABIIET0 JIOKYMEHT, WJIU B MecTe, oOo3HaueHHOM '"MII"
("Mecro nevaru").

2.50. Ormerka 00 WUCHONHUTENE BKIIOYAET (GaMHINIO, MMS W OTYECTBO (IIPU HAITMYHH)
UCIIONHUTENSA, HOMep ero TenedoHa. OTMeTka 00 HCIIOIHUTENE MOXKET JOMONHIThCS HauMEHOBaHHEM
JOJDKHOCTH, CTPYKTYPHOIO IIOJpa3fesieHuss U DJIEKTPOHHBIM ajpecoM ucnoiaHurens. OTmerka 00
ucnonHuTene ohopMiseTcsl Ha JIMIIEBOW CTOPOHE MOCIEIHEro JUCTa AOKYMEHTa OT TPaHMIIBI JIEBOTO
TIOJISL WJTH, TIPH OTCYTCTBUU MECTa, - Ha 000POTHOM CTOPOHE JTUCTAa BHU3Y ciieBa. Hampumep:

Wnbun Unea Unbuy, OTren ynpasieHus NEPCOHAIOM, BEAYIIUNA CEUAINUCT
+7 (495) 924-45-67, llyin_lv@techno.ru

OTMmeTka 00 UCTIOHUTENE MOXKET OPOPMIIATHCS KaK HU)KHUN KOJIOHTHTYJ U IEeYaTaThCs MPUPTOM
MEHBIIIETO pa3Mepa.

2.51. OTrMeTka O 3aBepEeHUM KOMUHM OQGOpMIIETCS Ul MOJATBEPXKIEHHUS COOTBETCTBUSI KOIHUH
IOKyMeHTa (BBIIMCKM W3 JIOKyMEHTa) MO/UIMHHUKY JOKyMeHTa. OTMeTKa O 3aBepeHHH KOIUHU
IIPOCTABIISIETCA Ha CBOOOJHOM OT TEKCTa MECTE WJIM, IPU OTCYTCTBMM CBOOOJHOIO MeCTa Ha JIMIIEBOM
CTOpOHE JIOKYMEHTa, Ha 000pOTe JTOKYMEHTa M BKJIIOYAET: coBO "BepHo", HaMMeHOBaHUE JOHKHOCTH
JIMIIA, 3aBEPUBIIETO KOIHUIO; €ro COOCTBEHHOPYUHYIO MOAMMUCH; PAaCHIM(POBKY HOAMHMCH (MHUIIUAIIBI,
(bamMunio); 1aTy 3aBepeHusl KOMUU (BBITUCKU U3 TIOKYMEHTA).

Ecnu xonus BeIgaeTcs M MNPpEACTAaBJICHUA B APYTYIO OpraHU3allui0, OTMETKA O 3aBCPCHUU KOIIUU
AOIOJHACTCA 3allMChIO O MECTC XpaHCHHA JOKYMEHTA, C KOTOpPOro OblIa HM3roTOBJIEHA Komnuda, u
3aBCPACTCA MICHYATBIO OPraHU3aIuH. HaHpHMep:

[MommuaaNK nokymenTa Haxoautcs B ®BY "HammenoBanue opranmsamuu” B aene N 08-05
3a2015r."

Bepro
3aB. OTJEJIOM YNPABJIEHUS EPCOHATIOM [Toanuce N.0O. ®amunus
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Hara IIeuats

Ha kommsiX MHOTOCTpaHUYHBIX JTOKYMEHTOB OTMETKa O 3aBEPCHHMHM KOIHWHU IPOCTABIIACTCS Ha
KKJIOM JIUCTE JOKYMEHTA WM Ha MOCIEAHEM JIMCTE MPOIIMTOTO WM CKPEIJICHHOTO WHBIM 00pa3oM
JOKyMEHTa. 3almuch O MECTE HAXOXIACHHS IOIMHHUKA IPOCTABISETCS TOJBKO HA TOCICIHEM JIHCTE
JIOKYMEHTA.

I[J'IH 3aBCpCHUA KOIIMK  OTOKYMCHTA, HW3TOTOBJICHHOM Ha 6YM3)KHOM HOCHUTCIIC, MOXKCET
HCIIOJIB30BaThCA IITAMII.

Konuu 31eKTpOHHBIX JOKYMEHTOB, HANpPAaBIsEMbIX MO MH(POPMAIMOHHO-TEIEKOMMYyHUKAIIHOHHOM
CETH, 3aBEPSIIOTCA JIEKTPOHHOM MOAMMCHI0O PYKOBOJIUTENSI OPraHU3alMK WM HHOTO YIMOJIHOMOYEHHOTO
UM JIMIAa U BBICBUIAIOTCS TMOJYYaTell0 C COMPOBOJUTEIBHBIM MHCHMOM B (OpMe BIIEKTPOHHOIO
JIOKyMEHTA.

Komun QJICKTPOHHBIX JOKYMCHTOB Ha (1)I/ISI/I‘ICCKI/I 000COOIEHHBIX HOCHTENAX BBICHIIAIOTCS
moJrydaTeiro ¢ COImpoBOAMTCIIbHBIM IIMCbMOM Ha 6YMa)KHOM HOCHUTCIIC.

B conpoBoIUTENEHOM IUCHEME K KOIMAM JJIEKTPOHHBIX TOKYMEHTOB YKa3bIBACTCA:
HAaUMEHOBAaHHUE MH(OPMALIMOHHON CUCTEMBI, B KOTOPOH XPaHATCS TOKYMEHTBI;
HaMMEHOBAHMS JTOKYMEHTOB, KOIIMHA KOTOPBIX HAIPABJIAKOTCS MIOJIY4aTellio;

Ha3BaHUs (alIoOB JOKYMEHTOB C yKa3aHueM (opMaroB (ailioB U oO0bema Kaxaoro (aitna B
OaiiTax;

JaTta U3roTOBJICHUSA U 3aBCPCHUSA KOIIHNU.

[Ipu »ToM Ha ¢usmdecku 00OCOOIEHHOM HOCHTENE HECMBIBAEMBIM MapKepOM YKa3bIBaeTCs:
"[Ipunoxxenue k mucbMy ot (mara) N ...".

Konust 3meKTpoHHOrO JOKYMEHTa, MpeJCTaBleHHas B BHJE JIOKyMEHTa Ha OyMa)KHOM HOCHTEIeE,
3aBepseTCs B MOPAIKE, YCTAaHOBICHHOM lIprMepHON MHCTpyKIMEN IS 3aBEPEHMS KON TOKYMEHTOB Ha
OyMa)XHOM HOCHUTENIe, C YKa3aHHEM, B KaKOH HH()OPMALMOHHOW CHUCTEME XPaHUTCS DIEKTPOHHBIN
JOKYMEHT.

2.52. OT™MeTKa O MOCTYIJICHUM JIOKYMEHTa CIYXXUT A MOATBEpXkAEHHUS (hakTa MOCTYIICHUS
JOKYMEHTa B OpPraHU3alMI0 M BKIIOYAET JAaTy IMOCTYIUIEHHWS W BXOASAIIMM PErMCTPALMOHHBIA HOMEpP
nokymeHTa. [Ipn HEOOXOJUMOCTH OTMETKa O IMOCTYIUICHMM MOJKET JOMOJHATHCS yKa3aHHEM BpEMEHH
MOCTYIUIEHUS JJOKYMEHTA B YacaXx U MUHYTax U croco0a JOCTaBKU JOKYMEHTA.

OtmMmeTKa o MOCTYINICHUU JOKYMCHTA MOKCT IIPOCTABJIATHCA C IOMOIIBIO IITaMIIa.

2.53. Pesomronus AODKHA COJEpXKaTh YKa3aHWE II0 HWCIOJHEHWIO JOKyMeHTa. Pesosmronus
odopmiisiercs Ha CBOOOJHOM MecTe padouero mojsi JTOKYMEHTa, Ha OJIaHKe PE30JIOLUU WM BHOCHTCS
HETIOCPEICTBEHHO B CHCTEMY AJICKTPOHHOTO JIOKYMEHTO000POTA.
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Pesomonust 1opKHA BKIIIOYATh: (PaMIIIMIO, HHULIAATBI UCIIOJHUTENS (MCTIOMHUTENEH), OpyICHHE
0 JOKYMEHTY (KOHKpPETHOE 3aJaHhe [0 WCIOJHEHUIO JOKYMEHTa Wi (QOpMYJIMpPOBKA LENH
pPacCMOTPCHHUA HOKYMCHTa), npu H€O6XOI[I/IMOCTI/I - CpPOK HCIIOJHCHHA, MNOANHCH JIMIA, BBIHCCHICTO
PE30ITIOLHIO, IATy PE3OJIOLIUU:

®damunug 1.0., Gamummsa 1.0.
[Tpormry moAroTOBUTh MPEIOKCHHUS

k 10.11.2017 TToamuce

Jara

CpOK HCIIOJIHCHUA IMOPYYCHUA HEC JOJDKCH YKAa3bIBATHCHA, €CJIM OH Ha3BaH B TCKCTC MOCTYIIUBIICTO
AOKYMCHTAa W PYKOBOJUTCIIL HE CUUTACT H€O6XOI[I/IMBIM HU3MCHUTHL €TI0 B CTOPOHY COKpalICHUA HIIN
SABJISICTCA TUIIOBBIM U JAHHOI'O BUJ1da JOKYMCHTA.

[Tpn yka3aHWW HECKOJBKHX HMCIIOJHHUTENCH (haMUIHsl OTBETCTBCHHOT'O HCIIOJTHHTENS YKa3bIBaeTCs
MIePBOH, MOTYEPKUBACTCS WM 0003HA4YaeTcst cJI0BOM "OTB." ("OTBETCTBEHHBIN").

2.54. OrMmerka O KOHTpOJIE CBHJIETEIbCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha KOHTpOJb,
npocrasisiercs mwraMnoM "KoHTposs'" Ha BEpXHEM M0J1€ IOKYMEHTA.

2.55. OTmeTKa O HampaBJI€HUH JIOKYMEHTA B JIEJIO ONpPEJEIsieT MECTO XpaHEHUs JOKYMEHTa 10CIe
3aBepIIeHHs padOThl C HUM U BKJIIOYAeT: cjoBa "B neno", nHaeke Jena mo HOMEHKIAType /i, B KOTopoe
MOMEIAeTCcsl JOKYMEHT Ha XpaHEHHE, C YKa3aHWeM rojia, JOJDKHOCTH JIMIA, O(QOPMHUBIIETO OTMETKY,
nmoAmnucH, natel. Hampumep:

B neaxo N 01-183a 2017 1.
3aB. OT/IETIOM KOPIOPATUBHBIX MPOEKTOB

IToamuce Jata

OtMmeTKa © HAIllpaBJICHUKU HOOKYMCHTA B JCJIO MOKCT JOIMNOJIHATBCA KPATKUMU CBCIACHUAMHU O
XapaKTEePC UCIIOJTHCHUA JOKYMCHTA.

lll. MoaroToBka n ocpopmreHune otaenbHbIX BUAOB AOKYMEHTOB

3.1. JlokanbHble HOpMaTHBHBIE akThl (nasee - JIHA) opranuzanuu u3garoTcs B BUZAE INpaBui,
MOJIOKEHUH, WHCTPYKLUH, PErJIaMEHTOB, NepedHel, KiIacCu(UKaTOPOB M JIPYTUX BUAOB TOKYMEHTOB.
Pexomenayemsiii o6pasen; opopmiienus JIHA Ha npumepe MoJoKeHUs: 0 CTPYKTYPHOM TOApa3/IeIeHUH
(mpunoxxenue N 1).

JIHA npuo6peraroT I0pUIU4YecKyI0 CHIIy TIOCTE UX YTBEPKACHUS PACIOPAIUTEIbHBIM JOKYMEHTOM
(IpuKa30M) WIKM HENOCPEACTBEHHO PYKOBOIUTENIEM OpraHU3allui NHBIM YIIOJIHOMOUYEHHBIM UM JIULIOM.

PykoBoauTenu cTpyKTypHBIX MOJpa3AeieHUl He BIpaBe u3nasars JIHA.
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3.2. JIHA moryT ObITb:
HOCTOSTHHO JeWCTBYIOIUMH (0€3 OrpaHWYEHUs CPOKa UX MPUMEHEHHS);

BPEMCHHBIMU (JICHCTBYIOIIMMH B TEYCHHE YKAa3aHHOTO B HHUX CpOKAa WM JI0 HACTYIUICHUS
OTPEICTICHHOTO COOBITHS).

3.3. OcHoBauueM g n3gauusd JIHA saBistroTcs:

3aKOHOJATeJIbHbIE M WHbIE HOPMaTUBHBbIE MpaBoBble akThl Poccuiickoir @Penepauuu (ykassl U
pacnopstxenus [Ipesunenrta Poccuiickoit denepanmu, nocTaHOBIECHUS U pacnopsikeHus [IpaButenscrBa
Poccuiickoit @eneparuu, akTol GeepanbHbIX OPraHOB UCIIOHUTEIHHON BIACTH);

3aKOHOJATeNbHbIE aKThl cyObekTa Poccuiickoit denepanny, HOpMaTUBHBIE IPABOBBIE aKThl OPraHOB
rocy/lapcTBeHHOM BiacTu cyObekTa Poccuiickoit @enepannu;

paHee u3aaHHbIe B opranu3anuu JIHA u/unmm pactiopsauTebHbIC JOKYMEHTHI.
3.4. JIHA u3nmarorcs B LENIAX:

YCTaHOBJIEHUSI HOPM, TpeOOBaHUM, MPAaBUJ B OTHOIIEHUHU [TPEIMETa HOPMATUBHOT'O PErYIMPOBaHMUS,
paHee He ABIABIIEMCS IPEIMETOM PETYJIMPOBAHUS B OPraHU3aLlUH;

HN3MCHCHHUA CYIICCTBYIOIIUX HOPM, Tpe6OBaHI/II>'I, ImpaBuJji, YCTAHOBJICHHBIX PAHCC H3AAHHBIMU
HOPMAaTUBHBIMU JOKYMCHTAMU;

OTMEHBI paHee YCTAaHOBJIEHHBIX HOPM, Tp€OOBaHUH, MPaBUJL.

3.5. Ilpemnoxenue o pazpaborke mpoekrta JIHA BHOCHUTCS PYKOBOIUTENEM CTPYKTYpPHOTO
M0/Ipa3/IeJIEHUs] WM UHBIM JOJIKHOCTHBIM JIUIIOM.

3.6. JIHA pazpabaTbiBaeTcs B Ci1y4ae, €Ciu:

MMEETCS Y4acTOK paboThl  (BOMPOCHI  JIEATENBHOCTH), HYXTAIONIUHCA B  HOPMATHBHOM
peryJanupoBaHNH;

TpeOyeTcs BHECEHNE 3HAaYUTENbHOT0 KOJIMYEeCTBA M3MEHEHNH B paHee NpuHAThI JIHA;

BBIABIIEHO Heckonbko JIHA, perymupyromux CMEXHbIE BONPOCHL, KOTOpPbIE MeI1eco00pa3Ho
OOBEMHUTD B OJIUH JOKYMEHT.

AKTyaJ'II/ISaI_II/ISI paHeC MMPUHATBIX JIHA OCYHICCTBIIACTCA Y€PC3 BHCCCHUC B HUX W3MEHEHUIA.

3.7. Tlpeanoxxenue ¢ oOOoCHOBaHHWEM HeoOxomumocTu pa3paboTku HoBoro JIHA mpesncrasnsercs
PYKOBOJIUTENEM CTPYKTYpHOTO TOJApa3AeieHUs WM HMHBIM YIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM
PYKOBOJUTEIIO OpraHu3au B popMe JT0KIaAHOM (Cy)eOHOM) 3aiCKU, B KOTOPOH H31araeTcs:

BOIIpOC, Tpe6yIOIHHﬁ peuIcHus, ¢ U3JI0’)KCHUCM OCHOBHBIX HaHpaBJ’IeHHﬁ, CIIOCOOOB €ro pelICHUA;
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IMPOrHO3 HOCJICI[CTBPIIZ NPUHATHA HOPMATUBHOI'O JOKYMCHTA,

OpraHHu3allMOHHBIC, KaApPOBEIC, (bl/IHaHCOBble, MaTCpHUAIbHO-TEXHUYCCKUE WM HHBIC MCPOIIPHUATHA,
KOTOPELIC HGO6XOI[I/IMO 6YI[€T IIPOBECTHU B CBA3HU C IIPUHATUCM HOPMATHUBHOI'O JOKYMCHTA,

nepeveHp panee m3ganubix JIHA, mouiesxxanmx oTMEHE B CBS3H C M3IaHMEM HOBOTO HOPMATUBHOTO
JIOKYMEHTA;

npeyiaraeMblii CpoK JUIsl pa3pabOTKU MPOEKTa HOPMATUBHOTO IOKYMEHTA.

3.8. CornacoBanue mnpoektoB JIHA ocymiecTBisercs B COOTBETCTBUH ¢ myHKTamu 4.1 - 4.13
[TpuMepHO#t HHCTPYKITHH.

3.9. JIHA yrBepxnaercs MNPUKA30M PYKOBOAMUTENS, €CIM OJHOBPEMEHHO C YTBEPKICHHEM
HOPMAaTUBHOTO JIOKyMEHTa HEOOXOAMMO TMPHUHATH MEphl  OPraHU3alMOHHOTO, (pUHAHCOBOTO,
TEXHUYCCKOI'O, KaAPOBOT'O HWJIM MHOI'O XapaKTEpa U AaTb COOTBCTCTBYIOUIHUEC IMOPYUYCHUA PYKOBOAUTCIIAM
CTPYKTYPHBIX MOJpa3AeieHU WK UHBIM paOOTHUKAM OpraHM3alllH, a TAaKXKe €CIM HeOOXOIMMO BHECTH
M3MEHEHHUS WIM NIPU3HATh YTPATUBIIMMU CHIly paHee yTBepkaeHHble JIHA.

3.10. U3menenuss B JIHA u ormena JIHA odopmisitoTcss mpuka3oM pPyKOBOAMTENS OpPTraHU3AIUU
WJIM MHOTO JIOJDKHOCTHOTO JIMIIA, MPUHUMABIIETO peteHne 00 yreepxkaennn JIHA.

Usmenenus B JIHA u ormena JIHA, yTBepkIeHHBbIE HEMOCPEACTBEHHO COOCTBEHHOPYYHOM
MOAMKUCHI0 PYKOBOJIUTENS OPTaHU3AIMN I MHOTO YITOJITHOMOYEHHOTO UM JOJKHOCTHOTO JiUIa B rpude
YTBEPKIACHHUS, BHOCATCS IMPUKA30M, M31aBA€MbIM PYKOBOJIWTENIEM OpraHu3alydd WA  HHBIM
YIIOJTHOMOYEHHBIM UM JTOJKHOCTHBIM JIMIIOM.

3.11. B Tekcre mnpukaza 00 yTBepXkaAeHUH, H3MeHeHuu win oTtMmeHe JIHA wucnoas3yrorcs
(bOpMyJINPOBKHU:

npu yreepxxaeHuu HoBoro JIHA: "Y1Bepauth (Ha3Banue JIHA)" nnm "Y1Bepauts (Ha3Banue JIHA)
Y BBECTH B jJieiicTBue C (nara)". Hampumep:

1. YTBepants IlonoxeHne o JTOKaIbHBIX HOPMATUBHBIX aKTaX OpraHU3aluiy,
WIIH:
1. YtBepauts lTaTHOE opranmsauuu Ha 2018 rox u BBecTH ero B AciicTBuE C |

sHBaps 2018 r. (mpusoxxeHue).

IIpY BHECEHUH M3MEHEHu# B paHee yrBepkaeHHbIH JIHA: "Buectu usmenenus B (Ha3Banue JIHA).
Hamnpumep:

1. Buectu cnenytromue wusMeneHus B IlltatHoe pacnucanume Ha 2018 ron,

yTBepkaeHHoe npukazom ObY "HaumenoBanue opranuzanuun” ot 25 nexadps 2017 r.
N 345: ...
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npu oTrMmeHe paHee yrBepxkaeHHoro JIHA: "llpusnare yrparusBmiuM cuny (HasBanue JIHA),
yTBepKJeHHoe ...". Hanmpumep:

4. Ilpusnath yrpatuBmuM cuity [lojoxeHne 0 HEHOPMUPOBAHHOM palbouem IHE,
yTBepkaeHHoe npukazom ®bY "HaumenoBanue opranuzamuu” ot 15 pespans 2015 r.
N 22.

3.12. OcHoBHbIMU pekBuzutamu JIHA sBIAIOTCS: HaMMEHOBAaHUE OpraHU3allMM, HAaUMEHOBAHUE
BUJIA TOKYMEHTA U 3aroJIOBOK K TEKCTY, COCTABJISIFOIIME OJIHO LieNoe, rpu( yTBEPKACHUS, MECTO U3/1aHUS
JOKYMEHTA.

Eciu mpoekr JIHA sBiseTcss MHOTOCTpaHUYHBIM U K HeMy O(OpPMIISIETCS TUTYJIbHBIM JUCT,
YKa3aHHBIC BBIIIE PEKBU3UTHI Pa3MENIAIOTCs HAa TUTYJIBHOM JIUCTE.

3.13. Mudopmanus crnpaBoyHOro xapakrepa (rpaduku, cxeMmbl, TaOIUIlbl, (GOPMBbI JOKYMEHTOB)
odopmitsiercs B Buje npuioxenuit k JIHA.

Ha npunoxenusx k JIHA odopmisiercs pekBU3UT "OTMETKAa O NMPHIIOKEHUHU" B COOTBETCTBUU C
yHKTOM 2.44 [IpumMepHON HHCTPYKIUH.

3.14. JIHA BcTymaer B Cuily B CpPOK, YKa3aHHBIN B pHUKa3e, KOTOpbIM yTBepxkaeH JIHA, wiu ¢ natet
yrBepxkaeHus JIHA.

3.15. PacnopsiautenbHble JOKYMEHTBI OpraHU3alluy U3/1al0TCs B OpMe IPUKA30B U paCIOPSKECHUHN.
Pexomenmyembie 00pa3iibl 0opopMIIeHUs MpHUKa3a U pacnopsbkenus (npuioxenus N 2, 3).

[Tpukassl u3aa0TCS B LEIIX 0POPMIICHUS PELICHHUI:

HOPMAaTUBHOTO XapakrTepa (eciu mnpukasoMm yrBepkaaercss JIHA wunum mpuHMMaercs pelieHue
OpraHU3aIIOHHOI0 XapaKTepa, HanpuMep, MpUKa3 00 YTBEPKAECHUU CTPYKTYPHI U IITATHON YUCIEHHOCTH
OpraHu3alln);

OpTraHHu3allMOHHOI0, AAMHUHUCTPATHUBHOI'O, B TOM YHUCIIC OICPATHBHOTO XapaKTEpa IIO BOIPOCaM
OCHOBHOM JIESITEILHOCTH OpraHu3alnmru.

3.16. IIpoekTbl NPHKAa30B MO OCHOBHOM JAESITEIBHOCTH TOTOBAT CTPYKTYPHbIE MOApa3AeiICHUS
OpraHu3alMy Ha OCHOBAaHWU TOPYYEHHH PYKOBOJACTBa JIMOO B HWHUIMATABHOM  TOPSIKE.
OTBETCTBEHHOCTh 32 KAaYECTBEHHYIO IOJrOTOBKY IIPOEKTa MpHKa3a, COIVIACOBAHME M MPABUIbHOE
opopMIieHHE TPOEKTa HECET PYKOBOJWUTETh IMOAPA3ACICHUs, KOTOPBIM TOTOBUT TMPOEKT MpHKa3a u
MPEACTABIISIET €T0 Ha MOJIIHUCH.

3.17. KoHTponp 3a MNpaBWIBHOCTHIO OGOpPMIIEHHS MPOEKTOB IMpHUKa30B ocyiecTBiaseT Ciyxba
JIEJIONPOU3BOJICTBA OPraHU3ALNN.

3.18. Ilpuka3sbl, u3gaBaeMble B OPraHM3all{, HE JOJDKHBI IPOTUBOPEYHUTH 3aKOHOAATEIIbCTBY
Poccuiickoit @enepannu, YcraBy OpraHu3alyy, JIOKAJIbHBIM HOPMAaTUBHBIM aKTaM OpraHU3alliy U paHee
W3/1aHHBIM [TPUKA3aM OpraHU3aliH.
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3.19. Ilpuka3bl 10 OCHOBHOM JESITEIbHOCTH U3/IAI0TCA:

BO HCIIOJHEHHME HOPMATHUBHBIX IIPaBOBBIX AaKTOB OPraHOB T'OCYJapCTBEHHOW BJIACTH U
BBILLIECTOALINX OpraHUu3aluid;

B LIENSAX OCYIIECTBICHHUS YIPABICHUYECKOW [EATENbHOCTH, BbITEKaromied u3 (QyHKIUN U 3a1ad
OpraHu3alMH.

3.20. Ilpuka3pl 1O OCHOBHOW JEATEIBHOCTH COCTaBJISIIOTCS Ha OCHOBE THIATEIBHOIO U
BCECTOPOHHETO HM3Y4YCHHS BOIMPOCOB, TPEOYIOIIHUX pa3pelieHHs, YTOOBI COJAEpKalIuecss B TMpUKa3ax
MOpy4YeHUs: OBUIM KOHKPETHBIMH, OOECICUMBAINCH JOCTATOYHBIMH MAaTEPUATbHO-TEXHUYECKUMHU |
(DMHAHCOBBIMU CPEJICTBAMU W B JAJbHEHIIEM HCKIIOYAIA HEOOXOJUMOCTh KOPPEKTUPOBKH MPUHSATHIX
pEIIeHUH B CBS3H C HEMOIHOTOM HIIM HETOPAOOTKOW MPEIbIAYILEro MpHKasa.

3.21. Ilpuka3el opranuzanuu opOpMIIIOTCS Ha OJaHKE MPHUKa3a C MCIOJIb30BAHUEM CIICTYIOIINX
PEKBHU3UTOB: JaTa JOKYMEHTa, PETUCTPALMOHHBIH HOMEp [TOKYMEHTa, 3arojloBOK K TEKCTY, TEKCT,
noAnuchk. Jlara M perucTpalMOHHBIA HOMEpP IpUKa3a IPOCTABIIAIOTCSA IIOCIE IMOMIMCAHUS IpUKa3a
PYKOBOJHUTENEM OpPTaHU3aIHH.

3.22. 3arojoBOK K IpHKa3y MeyaTaeTcs 4Yepe3 OJUH MEKCTPOUYHBIM HMHTEpBall MOJ PEKBU3UTAMU
OJaHKa cjeBa OT IPaHULIbI JIEBOTO Mouisd. Touka B KOHIE 3arojloBKa HE CTABUTCS. 3arojioBOK K MPHUKa3y
dopmymupyercst ¢ npemiorom "o" ("00"), KpaTKO W TOYHO OTpa)kast COAEp)KaHWE TEKCTa IPHKa3a.
Hampuwmep:

006 ytBepkaeHnu MHCTPYKITUU TIO I€TIOPOU3BOJICTBY;
O nopsiake puHAHCHPOBAHUS PEKIAMHON KaMITaHUU;
O co31aHuu HKCIIEPTHON KOMUCCHUH.

3.23. Tekct mpukaza COCTOUT M3 JBYX 4acTeil: 000cHOBaHMS (IIpeaMOyibl) U PACIOPSIUTETbHON
yacTu. B 000cHOBaHWY yKa3bIBaeTCsl OCHOBaHME, MPUYMHA WM 11€Tb W3/IaHus TokyMeHTa. Hampumep:

B cooTtBercTBHU ¢ MpHKa3oM MUHHCTEPCTBA CBSA3M U MAaCCOBBIX KOMMYHHUKAIMH OT
25 nexabps 2014 r. N 1494 "OO yrBepxnenun IIpaBunm oOMeHa JOKyMEHTaMu B
3JIEKTPOHHOM BUJI€ TIPU OpraHu3alyi HHPOPMALMOHHOTO B3aUMOIEHCTBHA" ...

B mensx opraHM3anmd M OpoBelEHUS paboOThl MO JKCIEpTU3e IIEHHOCTH
JIOKYMEHTOB, 00pa3ylouuxcs B JESTeNbHOCTH OpraHu3alud, W OoTO0opy HUX s
Iepeaadyy Ha XpaHEHUE B ApXUB OPraHU3alUU U K YHUUTOXKECHHUIO ...

3.24. PacniopsiauTenbHas 4acTh IIPUKa3a HAUMHAETCS CIIOBOM 'MPHUKA3bIBAIO'", KOTOPOE MEYaTaeTCs
CTPOYHBIMH OyKBaMH Bpa3psaKy.

P acropaauTeiibHasA 4aCTb MOXKET COACPIKAThH!:

pellleHuss OpraHU3allMOHHOIO XapakTepa (yTBEpIuTh, CO3/aTh, IpPeoOpazoBaTh, JUKBUAUPOBATD,
MPU3HATH YTPATUBIINM CHILY);
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KOHKPETHbIC TOPYUYCHHS C YKa3aHUEM UCTIOTHUTEINS (UCTIOTHUTENEH ) U CPOKOB UX BBIOTHEHHUS.

3.25. Kaxnoe pemienne (mopydenne) opopmisieTcss B MpUKa3e KaK OTACIbHBIN MYyHKT. [IyHKTBI
MpUKa3a pacrojaralTcs B JIOTUKO-BPEMEHHON TIOCIEIOBATEIIBHOCTH M HYMEPYIOTCS apabCKuMu
uuppamu. Eciau nopydyeHue naetcss KOHKPETHOMY IMOJpa3fefieHUI0, €ro HanuMEHOBAaHWE MHUIIETCs
MOJIHOCThIO, B CKOOKax YKa3bIBalOTCS (aMuUIUsi M WMHULKATBl PYKOBOJUTENS TOAPA3CICHUS B
MMEHUTENIbHOM najiexe. Hampumep:

... IPUKAa3bIBAIO:
1. Yuebno-meroguueckomy otaeny (Gamwmms M.0.) k 01.11.2017 moaroToBuTh M
IIPEICTaBUTh Ha YTBEPKICHHE IJIaH yueOHO-MeToAnuecKoi padotsl Ha 2018 rox.

Ecnu nopyuyeHue naeTcsi KOHKPETHOMY MCIIOJIHUTENIO, €r0 JAOKHOCTh U (aMUIIMs YKA3bIBAIOTCS
0e3 ckoOOK B garenbHOM najaexe. Hanmpuwmep:

3. I'maBHomy Oyxranrepy (®amunusa M.0.) moaAroToBUTh M NPEICTABUTH HA
paccMOTpPEHHE U YTBEPI)KICHHUE CMETYy KOMaHIMPOBOYHBIX pacxoaoB Ha 2018 rox B
cpok 10 30.11.2017.

[IpennuceiBaeMoe AeWCTBHE BBIpaXKaeTCsl IJ1arojioM B HeompeaeneHHou ¢opme. He nomyckaercs
yIOTpeOIATh HEKOHKPETHBbIE BbIpaXeHUs THuma "ycunuTs', "yckoputh", "obecrneuuTh B Kparyaiimiume
cpoku".

Eciu OIHOMY HUCIIOJITHUTCIIIO HGO6XOI[I/IMO MOPYYUTH HECKOJIBKO PAa3HBIX 33.IlaHI/II7I ¢ OIHUM CPOKOM
BBITIOJIHCHU A, OTBETCTBECHHBIM HCIIOIHUTEIb U CpOK HCIOJHCHHA YKa3bIBAIOTCA OJWH pa3 B OCHOBHOM
IMIYHKTC, a NOPYUYCHUA BLIIACIAIOTCA B OTACIIBHBIC ITOAITYHKTBI. Ecmu y HOpy‘lCHI/Iﬁ pasHbIC CpPOKHU
HCITIOJIHCHUS, CPOKHU YKA3BIBAOTCA HE B OCHOBHOM ITYHKTEC, @ B KaXXKJ10M IIOJAITYHKTC.

Cpox ucCnonmHeHHUs! JOKEeH OBITh pealbHBIM, COOTBETCTBOBATH OOBEMY MpPENIoJiaraeMbIX padoT.
[Ipu ycTaHoBIeHMH CpOKa CJEIyeT Y4YWUTHIBAaTh BpEeMs JOBEACHHUS JOKyMEHTa J0 KOHKPETHBIX
HUCIIOJIHUTEIIEN.

CpOK HCITOJIHEHMS B ITYHKTAX PACHOPSAUTENBHON YacTH MPHKa3a HE YKA3bIBAETCS B CIIydasiX, €CIU
JEMCTBUS HOCST PErYJISPHBIN XapaKTep W UX BBINOJHEHHE NPEANUCBHIBAETCS HA BECh NEPHUOL ACHCTBUSA
npukaza. KonuuecTBo ucCHoNHUTENEH MO KaXJIOMy NYHKTY (HOAMYHKTY) HE OIPaHUYMBAETCS.
OTBETCTBEHHBIN UCIIOJHUTEIND YKa3bIBAETCSI IEPBBIM.

Ecnu mpuka3 OTMEHSET MOJTHOCTBIO WM YaCTUYHO paHEe H3JIaHHbIE JOKYMEHTHI MO TOMY e
BONPOCY, TO B TMPEANOCIECTHEM NYHKTE TMpUKa3a HEOOXOJUMO HX TEPEeYUCIUTh C YKa3aHHEeM
HAaMMEHOBAHMS JOKYMEHTa, €ro JaThl, HOMEpa, 3aroyioBka. Hanpumep:

4. Ilpr3HaTe yTpaTUBIIMM CWIIy IIpUKa3 opraHu3annu ot 5 aBrycra 2010 r. N 175
"O06 yTBepXKIeHUH DKCIIEPTHOM KOMUCCHUU OpraHu3auu'.
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HOCJ’Ie,I[HI/Iﬁ IIYHKT IIpHKa3a - IIYHKT O KOHTPOJIC, B HEM YKa3bIBalOTCA JOJKHOCTH JIMIIA,
OTBCTCTBCHHOI'O 3a UCIIOJIHCHUEC JOKYMCHTA B LICJIOM, €TO q)aMI/IJII/ISI 1 nHUIaJlbl. Haan/IMep:

4. KoHTpOIb 32 UCTIOJIHEHNEM TIPHKa3a BO3JIaraeTcs Ha 3aMECTUTENS TeHEPATbHOTO
nupexropa @amunus 1.0.

B oTnenbHBIX ciydasx pyKOBOAMTENb OPraHU3alUU MOXKET OCTaBUTh KOHTPOJIb 3a COOOIA:
KoHTposb 3a ucnoHeHHeM MpuKa3a OCTaBIISA0 32 COOOH.

3.26. He Bxitouaercs B TeKCT npuka3a nyHkT "[Ipuka3 noBectu A0 cBeneHus ...".

[MoapasmerneHuss W JODKHOCTHBIC JIMIIA, 7O CBEACHUS KOTOPBIX HEOOXOJMMO JOBECTH IPUKa3,
MEPEUUCISIOTCS B yKasaTele (JIMCTe, CIUCKE) PacChUIKH, KOTOPbIH TOTOBUTCS MCIOIHUTEIEM U MOJXKET
oopmMIIAThECS Ha 00OPOTHON CTOPOHE TOCIICHETO JIMCTA MTPUKa3a.

3.27. B npukazax He AOIyCKAETCs:
M3MEHEHUE PaHEee YCTAaHOBJICHHBIX CPOKOB BBITIOJHEHHUS 3a/IaHUI B CTOPOHY UX YBEIIUMUYCHUS,

IIPUMEHEHUE TIPOU3BOJIBHBIX COKpAIICHUH WM MCKAXEHUE HAUMEHOBAaHUN CTPYKTYPHBIX
MOJpa3/IeJICHUI1 OpraHu3alnii, M0IBEJOMCTBEHHBIX OPTaHU3AIIUN-UCIIOJTHUTEIICH;

MPUMEHEHNE TPOU3BOJIBHBIX (HE OOIMIETIPUHATHIX ) TEXHHUECKUX U IPYTUX TEPMUHOB, COKPAIIEHHBIX
CJIOB ¥ HAUMEHOBAHUMN.

3.28. llpu Hanuuuu TPUIOKEHUH B TEKCTe TMpPHUKa3a B COOTBETCTBYIOIIMX MyHKTax
pactopsIAUTENLHON YacTU JAIOTCSl OTCHUIKH: ... (mpuioxkenue N 1); ... (mpunoxenue N 2); ... "coriacHo
MIPUIIOKEHUIO", Ha IPUIIOKEHUU 0POPMITSIETCS OTMETKA O MPUIIOKEHUH:

ITpunoxenue N 1
k npukazy ®bY "HaumenoBanue

opranuzaruu"
ot 12.11.2017 N 215

HN3nanne BMecTe ¢ IIPpUKaA3oOM HpHJ’IO)KCHHﬁ, HC YIIOMAHYTBIX B TCKCTC NOKYMCHTA, HC JOITYyCKACTCH.

Ecnu noxkymMeHT, yTBEp)KIEHHBIM MPHUKa30M, BIIOCIEACTBUH JEHCTBYET B BHUJIE CaMOCTOSTEIHHOIO
JOKYMEHTa, Ha MEepPBOM JIUCTE€ JOKYMEHTa B BEpXHEM IPABOM YTy IPOCTABISAETCA ITpU( yTBEpKIAECHUS
(mpu HEOOXOAMMOCTH, - C YKa3aHHEM HOMepa MPUIIOKEHHs] ), HAlpUMep:

NHcrpykuns YTBEPXIEHA
npukazoM OBY "HaumenoBanue
opranu3anuu’
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or 22.01.2017N 5

3.29. PacniopspkeHus oQOpMIIIOTCS IO TEM K€ MpaBUilaM, YTO U MPHUKa3bl, 32 UCKIIOYEHHUEM TOTO,
YTO B KOHIIE NMPeaMOyJibl CTABUTCS JBOCTOUYME, IMOCIE YETO CIAEAYIOT MYHKTHI PAaCOPSAUTEIIbHON YacTH.
Hanpuwmep:

B nensx ucnonnenus npukaza ®bY "HaumenoBanue opranuzauuu" ot 22 aBrycra
2017 r. "O6 opranu3anuu ¥ nNpoBeeHNH KoHKypca "JIydimmii cekpeTapb KOMITAHUH -
2017

1. PykoBoautensim yrmpaBieHH, OTAEI0B U abopaTopuil B cpok 10 10 ceHtsaOps
2017 r. mnOpeACTaBUTh CBOM IMPENJIOKEHUS O KaHAWJATypax cekperaped u

ﬂeHOHpOHBBOﬂHTeHCﬁ JIsL y9aCTUsI B KOHKYPCEC.
2. ...

PacnopspkeHust MOTYT HE UMETh TIpeaMOyJIbl.

3.30. Jlo mpexacraBieHuss Ha MOAMMUCH IPOEKT NpHKa3a (PpacHOpsHKEHUs) COINIaCOBBIBAETCS C
3aMHTEPECOBAHHBIMU JIMIIAMH B COOTBETCTBUHU € NyHKTamu 4.1 - 4.11 IIpumepHON HHCTPYKLUU.

3.31. Tlpuka3 MOAMUCHIBAET PYKOBOJWTEIb OpraHU3alldK WA JIMIO, WCIOIHSIOIIEE €ro
0013aHHOCTH.

PaCHOp}I)KeHI/IC MOAMNUCBIBACTCA PYKOBOJUTECIICM W/WIN UHBIMH YIIOJITHOMOYCHHBIMHA UM JIMIIAMH.

3.32. Konuu mpukaszoB (pacmopsiKeHUN) pacChUIalOTCS B COOTBETCTBUU C yKazaTesneMm (JIHCTOM,
CIIUCKOM) PacChUIKH.

DNeKTpOHHAss KOMHUS TpHKa3a pa3MeNIaeTcss B COOTBETCTBYomeH Oaze manHbix COJ] miam Ha
KOPIOpPaTUBHOM IIOpTaJle opraHu3anuu B cetu "MHrepHeT".

3.33. [Ipu odopmiieHnn rpukKasza, H3[aBa€MoOro COBMECTHO C IPYTOd OpraHu3aIuei:
OJlaHK HE UCTIONB3YETCS,;

HAaWMEHOBAHHS OPraHU3aIlMH MeYaTaloTCs Ha OJJHOM YPOBHE;

HauMeHoBaHue Buaa nokymenrta (IIPUKA3) pacnionaraercst o 1neHTpy.

JlaToil COBMECTHOrO MpHKa3za SIBISETCSA JaTa MPOCTABIEHUS IOCIEAHEN MOINMCH HAa JOKYMEHTE.
PerucrpanuoHHblii HOMEP COBMECTHOI'O IIPUKA3a COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB, IIPUCBOCHHBIX
KaXJIOM W3 OpPraHM3alui M IPOCTABISIEMBIX 4epe3 KOCYIO YepTy B NOPSJIKE yKa3aHWs OpraHU3alui -
aBTOPOB JJOKYMEHTA.

TexkcT COBMECTHOrO TMpUKasa U3Jaraercs OT [MEepBOro JIMIa MHOXECTBEHHOIO 4YHCIa
("mpukasbiBaeM"), MOAMUCH PYKOBOJAWTENIEH OpraHu3alii pacrojaraloTcsi Ha OJHOM YPOBHE ClieBa U
CIpaBa.
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3.34. JleaTenbHOCTh TIO COBMECTHOW BBIPAOOTKE PEIICHHWH Ha 3aCelaHUsSX COBETOB, KOMHCCHUH,
COBEMIaHUAX 0(OPMIIAETCS MPOTOKOJIAMH.

[TpoToKkoI cocTaBisieTcss HA OCHOBAaHMM TUKTO(OHHBIX (PYKOIMCHBIX) 3aHMCEl, TPOU3BEICHHBIX BO
BpeMs 3ace/laHus, MPEICTABICHHBIX TE3MCOB JIOKJIAJOB U BBICTYIUICHHUH, CIIPaBOK, IPOEKTOB pEIICHUI
(mOCTaHOBIICHUI).

HpOTOKOJ'I O(bOpMJ'I?IeTCSI B TCUCHUC OJHOI'O - TPEX ,I[Hefl IIOCJIC IPOBECACHUS 3aCC€aaHus, €CIIU CPOKHU
€ro nNOAroTOBKM HE OrOBOPCHLIL 0c000.

3.35. PexBusuramMu IIPOTOKOJAa ABJAIOTCA: HAMMCHOBAHUC OpraHu3aliliyd, HAaHMMCHOBaHHUC BHOA
AOKYMCHTA, 3arojJIOBOK K TCKCTY, AaTa U MECTO 3aCCAaHul, peI‘I/ICTpaIII/IOHHI)If/'I HOMCp IMPOTOKOJIA, TCKCT,
IIOAIIMCH.

3.36. 3aronoBoKk K TEKCTy IpPOTOKOJAa OTBEYAaeT Ha BONpoc "4ero?" M COJNEPKUT YKa3aHUE
NOJIpa3AeIeHuUs WM OPTaHa, IeSATeIbHOCTh KOTOPOro NpoToKoaupyercs. Hampumep:

IMPOTOKOJ 3aCCJaHuA aTTECTAIlHOHHON KOMHCCHUU
IMPOTOKOJI 3aCCaAaHus1 Hay‘IHO-MeTO,Z[quCKOﬁ KOMHCCHH.

Jaroii mpoTokona sBiseTCs nara 3acenaHus. Eciiv 3acegaHue MpoAO0JIKAETCS HECKOJbKO JIHEM,
yKa3bIBa€TCs J1aTa Hayaja 3aceJaHus U 4epe3 TUpeE - Aata okoHuyaHus: 12 - 13 mas 2018 1.

3.37. TekcT npoTOKoOJIa TOJKEH COCTOSITh M3 JIBYX YacTei: BBOJHON W OCHOBHOM. B BBOJHOM "yacTu
MPOTOKONIA YKa3bIBAlOTCS (haMuIuu Tpeacenarens (MpeacenaTelbCTBYIONIEr0); cekpeTaps; (aMuiIuu
YYaCTHHUKOB, ITPUCYTCTBYIOIMX HA 3aCCAaHNU; JINL, TPUTTIAIICHHBIX HAa 3aCCAaHUC, TOBECTKA IAHA.

Ecnun xomudecTtBO MNPUCYTCTBYIOIIIMX Ha 3aCCAaHUUN IMPCBLIINIACT 15 YCJIOBCK, B BBOJIHOM 4YacCTH
IMMPOTOKOJIa ACIaCTCA CChIJIKA Ha CIIMCOK, SIBIISTIOIIHICS HEOTHEMIIEMOM YacThIO IMPOTOKOJIA. HaanMep:

[TpucyrcTBOBamM: 25 Yen. (CIMCOK MpUIaraeTcs).

BBogHas dyacTh IpOTOKOJIAa  3aKaHUMBAETCS  TOBECTKOM  JHS, COJEp)Kalleil  mepedyeHb
paccMaTpUBaEMbIX BOIPOCOB, MEPEUUCICHHBIX B MOPSJIKE UX O0CYKICHHs C YKa3aHHEM JOKJIQAuuKa 10
KaKJJIOMy paccMaTpuBaeMoMy Bompocy. Bompockl moBecTku AHs GopMynupyrorcs ¢ mnpemiorom "o
("006"), mevyaTaroTCs OT IPAHUIIBI JIEBOTO TOJII M HYMEPYIOTCS apabCKUMU P pamMH.

B ocHOBHOI1 yacTi npoTokoia pUKCUpyeTcs X0/ 3aCeAaHUs.

3.38. [TomHBII MPOTOKOJ COAEPKUT 3aMUCh TOTO, YTO MPOUCXOANUIIO BO BPEMs 3aCeaHMsl, BKIIOUYas
BOIIPOCHI K OOKJIAAYUKY, OTBETHI Ha HHX, BBICTYIUICHUSA B XOJC O6CY)K)I€HI/I$[ BOIIpOCa, PE3YyIbTaThI
TOJIOCOBAHUS IO BOIPOCY W TMPHUHATHIE pelieHus. PexomeHmyemblii oOpaszenr oQOpMIICHHS TMOIHOTO
npotokoa (mpuioxxkerue N 4).

KpaTkue mnpoTOKONBI BeAyTCs TPU PACCMOTPEHUH BOIPOCOB OMEPATUBHOTO XapakTepa.
Pexomenayemerii o6paser opopmiieHus: KpaTkoro npoTokosa (mpunoxkenrne N 5). B kpatkom mpoTokose
¢bukcupyercs Tema 00Ccyx aeHus, HaMUIHs TOKIa4NKa IO BOMIPOCY U IPUHSTHIE PEIICHHUS.
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3.39. OcHoOBHasi 4YacTh MOJHOTO MPOTOKOJIA COCTOUT W3 pa3zeiioB, IMOCBSIIECHHBIX BOMPOCAM
HOBECTKH JIHA. XOJ PAacCCMOTPEHHS KaXIOro BOIPOCA 3alMChIBACTCS B  I1OCIEIOBATEILHOCTH:
CJIYIIAJIA - BBICTYIINJIN - PEHINJIN.

[TocranoBieHue (pemieHHE) B TEKCT MPOTOKOJIA BHOCUTCS TOJHOCTHIO B TOW (OPMYJIHPOBKE,
KOoTopasi Obljla IPUHATA HA 3aceJaHUH; IPU HEOOXOIUMOCTH MPUBOASTCS UTOTH rojiocoBaHus: "3a - ...,
MPOTHB - ..., BO3JEPKAIOCH - ...".

3.40. [Ilporokon 3acemaHusi TOANMCHIBACTCS MpeacenarTesneM (MpeAceaaTesbCTBYIONIMM) U
CEKpeTapeM 3acelaHus, eciii UHoe He ycTaHoBieHo JIHA.

3.41. Ilpu HEOOXOAMMOCTHM KONUU IPOTOKOJOB MJIM BBIIUCKA K3 MPOTOKOJIOB PaCCHLIAKOTCS
3aWHTEPECOBAHHBIM JIMI[AM B JIEKTPOHHOM BHUJI€ B COOTBETCTBHHM C YKA3aTEJIEM PACCHUIKH.

B BeImHCke M3 TPOTOKOJIA JOHKHBI BOCIPOM3BOJIUTHCS BCE PEKBU3UTHI 3arojJOBOYHOM YacTH
MIPOTOKOJIa, BBOJHAs 4YacTh, BOIPOC IOBECTKU JHSA, MO KOTOPOMY TOTOBUTCS BBIITUCKA, U TEKCT,
OTpakaroIluii 00CyKJEHUE BOIIPOCA U MPUHATOE PEILICHUE.

3.42. JlenoBoe (ciayxeOHOE) MHCBMO TOTOBUTCA Ha OjaHke nuchbMma. [Ipu cocraBieHWUU mHCEM
oOpPMIISIFOTCSI pEKBU3UTHI: aJ[pecar, 3arojIoOBOK K TEKCTY, TEKCT, IMOAMKICH, OTMETKA 00 MCIOJIHUTEIEC, B
HEOOXOJMMBIX CIIydasix - OTMETKa O NpPUJIOXKECHHUU. PexomeHayemblii oOpasen oOopMIICHUS IEIOBOTO
nucbMa (rpusoxenue N 6).

3.43. Ecnum nuceMo SBISETCS OTBETOM Ha IOCTYNMBILMH 3ampoc WM IMpOchOy, 3amoiHseTcs
PEKBU3UT "CChUIKA Ha PErMCTPALIMOHHBIM HOMEP U 1aTy MMOCTYNUBLIETo Nuchma'.

HaumenoBanue Buja JokyMmMeHTa ("mHCcbMO'") M pa3HOBMJIHOCTh NMUChbMa (Hampumep, "mpocnba',
"unpopmanronHoe", "compoBoaurtenbHoe", "3ampoc", "HamomuHaHHME") B JI€NOBBIX (CIYXEOHBIX)
MUCbMAaxX HE YKa3bIBAIOTCS.

Ecnu nuceMo HampaBiisieTcsl ajzipecaTry IO 3JIEKTPOHHOM MouTe Wid Ho (pakcy 0e3 NOCBUIKHM 10
MoYTe, BMECTO ITOYTOBOI'O a/Ipeca yKa3bIBaeTCs apec 3JIEKTPOHHOM MOUYTHl MM HOMEp TenedoHa-(akca.

3.44. [lenoBoe (cmyxeOHOE) MNUCHBMO JOJDKHO OBITh MOCBALIEHO OAHOMY Bompocy. Ecnun
HE00X0MMO OOpaTUTHCA B OPraHU3alMI0 OJHOBPEMEHHO I0 HECKOJBKHUM BOIPOCaM, PEKOMEHIYEeTCs
COCTaBUTH OTACIIBHOC IMMUCbMO 10 KaXKXJI0OMY U3 HHUX.

ITchbMO MOXKET KacaThbCs HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aUMOCBA3aHBI.

3.45. B oHOM nHCbME HE JOJKHO OBITH OoJiee YeThIpex aapecaroB, MPU 3TOM OCHOBHOM ajpecaT
YKa3bIBaeTCsl IEPBBIM, OCTAJILHBIM aJpecaTaM MUCbMO HAIPABIISETCS AJIs CBEACHMUSL.

HpI/I HGO6XOJII/IMOCTI/I HaIllpaBUTh IMUCBMO 6om,meMy KOJIMYCCTBY aApe€CaToB, TOTOBUTCA CIIMCOK
PAaCChUIKH, U TMCbMa PACCHUIAOTCS 110 CITUCKY.

3.46. Ilpu cocTaBieHMM [EJIOBBIX IHCEM HCIOJB3YETCSl BCTYNUTENbHOE oOOpalleHue u
3aKIIIOYUTENIbHAs ATUKETHAs (ppa3a B COOTBETCTBUHU C MMyHKTOM 2.43 IIpumepHOi HHCTPYKLIUH.

3.47. TekcT mMChbMa U3J1aracTcs:
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oT 1-ro nuna MHokecTBeHHOro uncina ("mpocum ...", "mpemnaraem ...", "HamomMuHaem ...");

"

OoT 3-T0 JMIa €AMHCTBEHHOTO uucia ("IpeanpusThe CYUTACT BO3MOXKHBIM ...", "HHCTHUTYT HeE

pacnosaraer BO3MOKHOCTBIO ...");

oT 1-ro nuna exuHCTBEeHHOTO yncia ("mpomry ...", "mpennararo ..."), eciim mucbMo oopMisieTcss Ha
JOJDKHOCTHOM OJIaHKE.

3.48. Ecnu mpoekT 1enoBoro (ciny:keOHOro) MmuchMa HaIlpaBisieTCs ajpecary IO MOoYTe, MPOEKT
TOTOBUTCS B JIBYX OK3EMIUIApax: OAWH SK3eMIUIp odopmisieTcs Ha OJlaHKe, BTOPOW SK3eMILIp,
MpeIHa3HauYeHHBIN JJ11 BUSUPOBAHUS) - HA CTAHJAPTHBIX JIHCTaX Oymary.

HenoBoe (ciyxebHOE) TUCHMO J0 MPEACTABICHHS Ha TMOAMUCH JODKHO OBITH COTJIACOBAHO
(3aBU3MPOBAHO) CO BCEMH 3aHMHTEPECOBAHHBIMU NHIlamMu. CoriacoBaHue (BU3UPOBAHUE) JIEJIOBBIX MUCEM
IIPOBOAMTCS B COOTBETCTBUU C IMyHKTaMu 4.1 - 4.11 TIpumepHON HHCTPYKIUH.

3.49. JlenoBoe (cmy:xeOHOE) MUCHMO MOAMUCHIBACTCS PYKOBOJUTENIEM OpPraHU3alUU WM HHBIM
YIOJHOMOYEHHbIM UM JuioM. [loanucanHoe nenoBoe (cinyxe0HOE) MUChMO MOJJIEKUT PErucTpaluu 1
OTIIPABKE.

He AOIYCKACTCA OTIPABJIATH agpecaTaM IMruCbMa, HEC UMCIOIHEC JaThbl U PETUCTPALIMOHHOI0O HOMECPA.

3.50. TIlocme noArnucanuAa IIMCbMa W €ro0  pPCrucCTpalliyd JSK3CMIUIAp IIMCbMa C BH3aMHU
3aNMHTCPCCOBAHHBIX JIMI] MTOMEIIACTCA B A€JI0.

3.51. AKTBI COCTaBNSIOTCA HA OCHOBE YTBEP)KIACHHBIX OpraHaMH BIACTH YHHU(PHUIIUPOBAHHBIX (opM
WM B CBOOOIHOW (hopMe B HENSAX MOATBEPKACHUS (DAKTOB, CBS3aHHBIX C JIEATSIHBHOCTHIO OPTaHHU3AIIHH.
Pexomenayemsrit o6pazenr opopmiienus akra (mpunoxxenue N 7).

3.52. Ilpum cocTaBie€HUU aKTOB HCIIOJIB3YIOTCS PEKBU3UTHI: HAMMEHOBAaHUE OpraHU3aluy;
HAaUMEHOBAaHME BMJA JOKYMEHTA; Jara JOKYMEHTa; PETUCTPALMOHHBIA HOMEpP JOKYMEHTAa; MECTO
COCTaBJICHUS MJIM U3JJaHUsI TOKYMEHTA; 3aroJIOBOK K TEKCTY; MOJIHUCH.

3.53. Z[aTOﬁ aKTa ABJIICTCA AaTa COCTABJIICHUSA aKTa U IOAINMHUCAHUSA €0 COCTaBUTCIISIMMU.

Ecnu dopmoii akTa mpemycMOTPEHO €ro YTBEP)KICHHE PYKOBOAMTENIEM OPTaHU3allud UM WHBIM
YIOJITHOMOYEHHBIM JOJDKHOCTHBIM JIMIIOM, 1aTOM aKTa SIBJIIETCS JaTa €ro YTBEPKICHUS.

3.54. B BBOAHOI YacTH aKTa B UMEHUTEIBHOM Ma/IeKe YKa3bIBAIOTCS:
OCHOBaHHUE COCTABJIICHUS aKTa (JIOKAJbHbI HOPMATHUBHBIM AaKT; PacCHOPSIUTEIbHBIA JOKYMEHT
opranuzanuu (TpHUKa3, pacrnopsikeHue); (GaxkT wWid COOBITHE, TOCTYXKHBIIEE OCHOBAaHUEM IS

COCTABJICHUS aKTa);

cocTaBUTeNM akTa (mepeuncistorcss mocie cioBa "CocraBleH" ¢ yKa3aHMEM JIOJDKHOCTEH,
HAaMMEHOBAHUI OpraHU3allMii, €ClIM COCTABUTENU SBIISIIOTCA TMPEACTABUTEISIMU JIPYrol OpraHu3allvH,
(baMuIHii 1 UHUIMAIIOB).

Ecnu akT cocraBiieH KOMHCCHCﬁ, nepBoﬁ YKa3bIBaCTCA (I)aMI/IJ'II/ISI npeacenareiiis KOMUCCUU, 3aTCM
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YJICHOB KOMHCCUU B aji(h)aBUTHOM TIOPSIKE.

3.55. B TekcTe aKkTa M3MaratoTcs LENU U 3a/1a4ll COCTaBJICHUSI aKTa, CYIIHOCTh, XapaKkTep, METOIbI U
CPOKH MPOJIeIaHHON paboTHI, €€ Pe3yJIbTaThl.

HpI/I H606XOI[I/IMOCTI/I aKT MOXXET COACPIKATh BHIBOABI U PEKOMCHIAITUH.

B 3akmounTenpHOM YacTH akKTa YKa3bIBAOTCS KOJIUMYCCTBO ITOATOTOBJICHHBIX 3K3CMIUIAPOB aKTa U
MCCTOHAXOXJACHUEC KaXAO0I'0 3K3CMILIApA. KommngectBo SK3EMIIIAIPOB aKTa OMNPEACIACTCA KOJINYECTBOM
CTOPOH, 3aNMHTCPCCOBAHHBIX B €ro COCTaBJICHHUH, nin HOPMaTUBHBIMHA TpGGOBaHI/ISIMI/I,
PETIIAMCHTHPYIOIKUMHU COCTABJICHHUC aKTOB KOHerTHOﬁ Pa3SHOBUAHOCTH.

3.56. DK3eMIUISIpbl aKTa MOIUCHIBAIOTCS BCEMH WICHAMH KOMHUCCHUHU (€CIIM aKT COCTaBIISIICA
KOMUCCHEH ) WIH COCTAaBUTEIISIMH U, IPH HEOOXOAMMOCTH, PUCYTCTBOBABIIUMHU JIUI[AMH.

HpI/I MMoATIMCAaHUHM aKTa MpeaAceaarcjicM W 4JICHAMHW KOMUCCHUMU HAUMMCHOBAHHA HX IIOJDKHOCTGI;'I HC
YKa3bIBAKOTCA.

Oco00e MHEHHE COCTaBHTCISA aKTa M3jlaracrcs Ha OTACIBHOM JIMCTC, IIOANHUCHBIBACTCA H
MpUIaracTcAa K akTy.

3.57. Ecmu 3akoHonatenbcTBOM Poccuiickoit ®enepauuu OpeaycMOTPEHO O3HAKOMJIEHHE C
COZIep’KaHUEM aKTa JMI, YIOMSIHYTBIX B aKTe, IOJ TMOANUCh, HAa IMOCIEeIHEH CTpaHMIEe aKTa
IIPOCTaBJsieTCsl O3HakoMuTenbHas Bu3a "C akToM o03HakOMJEH(bI)', MpU O3TOM  YKa3blBaloOTCA
HaMEHOBAaHMS JOJDKHOCTEH, JIMUHbIE MOANUCH, paciu(poBKH MOANMCed, JaThl o3HaKoMieHus. Jluua,
KOTOPBIE 3HAKOMATCS C COJAEPKAHUEM aKTa, UMEIOT IIPaBO HE COTJIACUTHCS C COJIEPKAaHUEM aKTa B L[EIOM
WIH €r0 OT/AEIbHBIMU MOJOXKEHUSAMH, YTO JOJDKHO ObITh 3a()MKCUPOBAHO MPU O3HAKOMJIEHHUH C aKTOM.

3.58. Jlokmamnas (cimykeOHas) 3amucKa HMCHOJB3yeTCs IS OINEpPAaTUBHOTO HHGOPMAIIMOHHOTO
oOMeHa MeXAy CTPYKTYpHBIMU TOJpa3ieleHUsIMH U PYKOBOJACTBOM. PekomeHayeMble 00Opa3iibl
oopMieHHsT TOKIAIHONW 3alMUCKU M CIYKEOHOW 3aIlMCKH, MOATOTOBICHHONH HAa OCHOBE 3JIEKTPOHHOTO
rabiona (npunokenns N 8, 9).

3.59. O6s3aTenbHBIMU PEKBU3UTAMHU JTOKJIAIHON (CIy>K€OHOM) 3allMCKU SIBJISIOTCS: HAUMEHOBAaHUE
CTPYKTYpHOTO MOJIpa3/ielieHusl, HauMEHOBaHHE BHJAa JOKYMEHTa (JOKJIaJHas 3aIlucKa, CIy)XeOHas
3aIHCKa), 71aTa, 3ar0JIOBOK K TEKCTY, aJpecar, TeKCT, TIOAINUCH.

3.60. Ilpu agpecoBaHMM NOKIATHBIX (CIY)KEOHBIX) 3allMCOK YKa3bIBAIOTCS B JAaTEIbHOM Majiexe
JOJKHOCTB JIMLA, KOTOPOMY aJpecoBaH JOKYMEHT, (pamunus U nHunuaisl. Hanpumep:

3aMEeCTHUTEINIO TeHEPaTIbHOTO
nupexropa ®bY "HanmenoBanue
opraHuzamuu"

®amumusg 1.0.

nJn:

PykoBoaurento /lenmapramenra
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UH(OPMALIMOHHBIX TEXHOJIOTHI
Damunusa U.0.

3.61. Jloxnaanble (Ciy>keOHBIE) 3alMCKA MOTYT COCTAaBJIATHCS, PACCMATPUBATHCA U XPAHUTHCS B
TEUEHHE YCTAHOBJICHHOTO CPOKA MCKITIOUNUTEIHHO B JIEKTpOHHOM BHie B CO/I.

[Ipu opranm3anuu pabOTHl C JOKIAJAHBIMU (CITY)KEOHBIMH) 3aMUCKaMH B DJIEKTPOHHOM BHJIE
UCIOJIb3YIOTCS 3JIEKTPOHHbIE IIa0IOHBI JOKIAJHON U CIy>KEOHOM! 3aIIMCOK.

3.62. Tekct mokmagHOW (CIy’)KeOHOI) 3alMCKH, B 3aBUCHMOCTH OT CIIO)KHOCTH COJIEp)KaHUs U
MPUBOJAMMOM apryMEHTAIIUU, COCTOUT U3 OJTHOM, IBYX HIIU TPEX YaACTCH:

B HepBOI\/JI YaCTu U3J1araroTCa MNMpPHUYUHBL, (1)aKTI)I U1 CO6I)ITI/I$I, MMOCIY)XUBIIKUEC IMOBOAOM JJIA
COCTaBJICHUA JOKYMCHTA,

BO BTOpOI\/JI HaCTH JacTCs aHaJIN3 CIIO>KUBIIICHCS CUTyalli1, BO3MOXXHBIC BapUaHThl €€ PCIICHN,
B TpeTBefI YaCTHu U3J1araroTCs BBIBOAHI.

3.63. Peructpanus IOKIaIHBIX U CIIy’K€OHBIX 3amucok ocyuiecTBisercs B CO/l, npu orcyrcTBUn
C3/1 - B CTpYKTYpHOM IOJIpa3/I€JI€HUH, TOATOTOBUBIIEM JJOKYMEHT.

3.64. JlenoBbie mUChbMa, HANpaBIsIEMbIe 3apyOSKHBIM KOPPECTIOHACHTaM (B TOM YHCIIE aJpecaTam
rocyaapcTB - ObBIIMX pecnyOnuk B coctaBe CCCP), opopmisitores Ha OJaHKe MUChbMa OpraHU3ALUU C
PEKBU3UTAMH Ha PYCCKOM U OJHOM M3 MHOCTPAHHBIX A3bIKOB.

3.65. IluceMo, HampaBisieMoe 3apyOexKHOMY ajjpecaTy, COCTABIIAETCS Ha PYCCKOM SI3bIKE, TPOXOAUT
COIJIACOBAHUE CO BCEMH 3aMHTEPECOBAHHBIMU JIMLIAMU OpraHU3alH, MOCJIE YEro MUCbMO MEPEBOIUTCS
Ha OJIMH U3 MHOCTPAHHBIX S3BIKOB (SI3BIK aJipecaTa WM aHTIUHCKUI A3bIK) U odopmisieTcss Ha OllaHKe
MMCbMa, MPeAHA3HAYEHHOM JUIsl IEPENUCKU C 3apyOeKHBIMU KOPPECIIOH/IEHTAaMU.

[TonnuHHUK MUchMa, OPOPMIICHHBIN Ha OJTHOM U3 HHOCTPAHHBIX SI3BIKOB, OJKEH OBITh UJIEHTHYEH
0 COJIEPYKAHUIO IK3EMIUISIPY HA PYCCKOM SI3bIKE C BU3aMU 3aMHTEPECOBAHHBIX JIUII.

3.66. Ha mnonamuceh pyKOBOJUTENIO TMPEACTABISAIOTCSA: DJK3EMIUILp THChMa 3apyOexHOMY
KOPPECTIOHIEHTY, OPOPMIICHHBIN Ha OJIaHKe, KOMUs JAHHOTO MHUChMa Ha CTAHIAPTHOM JIMCTE Oymaru ¢
BU300 UCIIOJHUTEIIS, SK3EMIUISAP IMCbMa HA PYCCKOM S3bIKE C BU3AMU 3aMHTEPECOBAHHBIX JIULI.

3.67. ITocne MnoANMruCaHusd MMCbMa PYKOBOIHUTEIICM WM UHBIM YIIOJTHOMOYCHHBIM UM JIMIIOM:

DK3EMIUIAp  NHCbMa, O(OPMIECHHBI Ha  OllaHKe, TMOANMMCAHHBIH  PYKOBOAMTENEM U
3aperucTpupoBaHHbIil B Ciyx0e 1e10Ipor3BOICTBA, HAIIPABIISIETCS aJipecarTy;

KOIIMS IIHChbMa C BH30M HCHOJIHUTEIS U OK3CMILIAIp MUCbMaA, COCTaBJICHHEIM Ha PYCCKOM A3BIKE, C
BHU3aMHU 3aMHTCPECOBAHHBIX JIWII ITIOMCIIAOTCA B JICJIO.

3.68. [luckMa, HampaBIsieMble 3apyOeKHBIM ajjpecaraM, JOKHBI UMETh PEKBU3HUTHI: ajpecar, Aara,
PEruCTPalMOHHBI HOMEP, TEKCT, TOAUCH.
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[Tpr HEOOXOAUMOCTH MOTYT O(QOPMIISITHCS PEKBHU3UTHI "CChUIKA HA PErHCTPAI[MOHHBIN HOMEp U
JaTy MOCTynuBIIEro nuchMa" u "3arosoBok k Tekcry'. Ha konmuu mnuchma, momemniaeMon B JeEIO,
JIOTIOJTHUTEIHHO MPOCTABIISIETCS OTMETKA 00 UCIIOJIHUTEIE.

3.69. PekBusutr "ampecat" odopmisieTcss crnpaBa Moja peKBU3UTaMHU OjaHKa. AlpecaToM MHChMa
MOJKET OBITh OPTaHU3AINS U KOHKPETHOE JIUIIO.

Ecnmu nmucemo aape€COBAaHO OpraHu3alyu, CHadajla AacTCd €€ HAMMCHOBAHHUEC, 3aTEM - ITOYTOBBIM
aapecC B MOCJICAOBATCIIbHOCTU: HOMCP AOMA WJIM 3JaHH, Ha3BaHUC YJIUIIbI; HA3BAHUC ropoad, CTpaHa.

Kaxxaplil 2JIeMEHT ajpeca NMILETCS Ha OTHCIBHOM cTpoke. HaseaHue ropoga, Kak IIpaBHIIO,
reyaraercs nponucHeIMu OykBamu. Hampumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

CnoBa Avenue, Street, Place u unble B agpece NUUIYTCs ¢ IPOMUCHOM OYKBBI.

[Ipu odopmieHHH TMOYTOBOTO aapeca 3apyOEKHBIM KOPPECTOHACHTAM MYHKTyalus He
IPUMEHSETCA.

HpI/I aapeCOBAHNU IMUCEM H€06XOI[I/IMO YUUTBIBATE TPAAWULUH, XAPAKTCPHBIC JJId OTACIBHBIX CTpaH
(mampumep, B BenmkoOpuTaHuu Tocie yKa3zaHUs TOpojaa MOXeT ObITh ykazaHo rpaderso, B CIIA -
Ha3BaHUE IITaTa).

Ecnu B Ha3Banuu upmbl npucyrcTByeT Gpamuius nuna (Hanpumep, W. Edward & Co., Ltd), nepen
HazBaHHMEM (DUPMBI IPUHSTO CTaBUTH cJI0BO Messrs (cokparnienue oT Messieurs - Tocnoja).

Ecnu muceMo agpecyercs KOHKPETHOMY JIMIly, MEpell Ha3BaHUEM OpraHU3allMM YKa3bIBAIOT
(haMUITHIO ¥ TIOJDKHOCTH PaOOTHUKA WIIH €r0 JTOJDKHOCTD.

Harpumep:

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

U.S.A.

3.70. B muceMmax 3apyOeKHBIM ajapecataM Jata opopMIIIEeTCS CIOBECHO-IM(POBBIM CIIOCOOOM B
MOCIIEI0BATEIHHOCTH: JCHb MECAIIA, MECSI], TO/I.
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Hampumep: 24 suBaps 2017 r.

[lpu cocraBneHMM mHUCbMa Ha AHIVIMHCKOM sI3bIKE JOIycKaercs odopmiieHHE IaTbl B
IIOCJIEI0BATENBHOCTHU: TOA, MecsL, 1eHb Mecsina. Hanpumep: 2017, January 24.

3.71. B mnucemax 3apyOexHBIM aJpecaTaM HCIOIb3YIOTCS BCTYHNUTENbHBIE OOpalleHusi 1o
JOJDKHOCTH WK 110 (pamminu aspecata. Hanpumep:

VYBakaeMblii rociofiiH ToproBeiii COBETHUK!
VYBaxxaeMbIil rOcIOauH AHreIoB!

3akaH4YMBAETCs MUCHMO 3aKIIOYUTEIbHON ATHKETHOU (hpa3oil "C yBaxkeHuewM, ...".

IV. CornacoBaHue NpoeKkToB AOKYMEHTOB.
NMoanucaHue (yTBepXAeHUE) NPOEKTOB AOKYMEHTOB

4.1. CormnacoBaHue MpoeKTa JOKYMEHTAa MPOBOIUTCS 10 €ro MOAINUCAHUS PYKOBOJUTENEM B LIETISX
OLICHKU COOTBETCTBHS MPOEKTa 3aKOHOAATENbCTBY Poccuiickoit denepanyu, JIOKAIbHBIM HOPMATUBHBIM
aKTaM OpraHM3alnH, KadyecTBa U 3(h(PEeKTUBHOCTH MPEIaraeéMoro pereHus.

CornacoBaHue MpOEKTa JOKYMEHTa OpPraHM3yeTCs  HEMOCPEACTBEHHBIM  HCIOJIHUTEIEM
(cocraBuTENieM) W PYKOBOJUTEIEM TOJPA3JICICHUS-UCIIONHUTENS W TPOBOJUTCA B Mpeiesax
YCTaHOBJICHHOT'O CPOKA MCIIOTHEHUSI.

4.2. Tlpu nanmuuuu B opranuzanuu COJ] coriiacoBaHne MPOEKTOB JOKYMEHTOB OCYIIECTBISETCS B
ABTOMATHU3HPOBAHHOM PEXHME TIOCPEICTBOM HAIPABIICHUS MPOEKTOB JOKYMEHTOB JTUI[aM, HA3HAYEHHBIM
B KaQ4€CTBE COMIACYIOIMINX, U OPOPMIIEHUS PE3YNIbTaTOB coryiacoBanust B CO/I.

CormacoBanue IMPOCKTOB HNOKYMCHTOB MOXKCET OCYHICCTBJIATHCA TIOCPCACTBOM KOpHOpaTI/IBHOI\/'I
BHGKTpOHHOﬁ IIOYTHI " Oq)OpMJ'ICHI/Ifl HCIIOJIHUTECIIEM JIMCTA COTJIaCOBAHUSA C MPHUIIOKCHUCM DJICKTPOHHBIX
COO6H.ICHPII>1 JINL, Y4aCTBOBABIINX B COI'JIACOBAHHU IMMPOCKTA JOKYMCHTA.

4.3. CornacoBaHue TNPOEKTOB JOKYMEHTOB C pPAaOOTHMKaMH OpraHM3allid W/WIM JIpYyrUMH
OpraHu3alMsIMU OPraHU3yeT MCIIOJIHUTENb MOCTE COTJacoBaHMsl B paboyeM MopsIKe MPOeKTa TOKyMEHTa
C PYKOBOAMTENEM CTPYKTYPHOTO TIOApA3JEeIeHUss ¥ B COOTBETCTBHM C WHCTPYKIHEH 10
JIeTIOTIPOU3BOICTBY OPraHU3ALUMN WM MHBIMH JIOKQIbHBIMM HOPMATUBHBIMU aKTaMH, PETYIUPYIOIIUMHU
MPOIIECC COTJIACOBAaHUS (BU3HMPOBAHUS) MPOEKTOB JOKYMEHTOB.

4.4. IIpoeKThl TOKYMEHTOB COTJIaCyIOTC:
HEIMOCPEICTBEHHBIM UCTIOJTHUTEIEM M PYKOBOJIUTENIEM MTOAPA3ACICHUS-UCTIOTHATETIS;
COUCIIOTHUTEISAMHU (TIPH UX HATUYHH);

PYKOBOAMTENSIMU CTPYKTYPHBIX TMOApa3/ieleHuid, pabOTHHUKAMU OpraHMU3alluu, HampaBICHUs
JESATeNbHOCTH /WM (PYHKIHMOHAIbHBIE OOS3aHHOCTH KOTOPBIX 3aTParMBalOTCs B MPOEKTE JTOKyMEHTa
U/WIM KOTOpBIE YKa3aHbl B TPOEKTE JOKYMEHTa B KauecTBE HCIHOJHUTENEH (B ciyyae BPEMEHHOIO
OTCYTCTBHSI PYKOBOJUTEINS MTOAPA3ACICHUS IIPOEKT JTOKYMEHTa BU3UPYET JIML0, BPEMEHHO UCIIOIHSAIOLIEE
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€ro 00sI3aHHOCTH);

3aMECTUTENIIMU PYKOBOJUTENS OpraHU3allid, KYpUPYIOLIMMH 3aTPOHYThIE B IPOEKTE JOKYMEHTa
BOIIPOCHI (€CIIU JOKYMEHT IOJIUCHIBAETCS (YTBEPKIAETCs) PYKOBOJAUTEIEM OPraHU3alUN);

IopundYecKon cimyxooi (mpoektoB JIHA, mpoekToB mprka3oB);
Cry>x001i 1eI0onpOU3BO/ICTBA.

[IpoekTel JOKYMEHTOB, peann3anysi KOTOPbIX TpeOyeT (PUHAHCOBBIX 3aTpaTr, COTIACOBBIBAIOTCS C
(bUHAHCOBBIM MOPA3ICICHUEM.

He nomyckaeTcst HanmpaBliATh HAa COTJIACOBAHKE MPOEKT JOKYMEHTa OJIHOBPEMEHHO JBYM U Ooliee
paboOTHUKAM OHOTO CTPYKTYPHOTO MOJpa3ieiicHus. B kauecTBe JIUII, COTIacyIONMX MPOSKT JOKYMEHTA,
JOJKHBI BBICTYNATh IPEUMYIIIECTBEHHO PYKOBOJIUTEIH CTPYKTYPHBIX MOAPA3IEICHUN.

4.5. BHeuHee coryiacoBaHUE IpPOEKTa JOKYMEHTa OCYIIECTBISETCS IMOCPEIACTBOM HaIpPaBJICHUS
MPOEKTa B JPYTYI0 OpPraHU3alMI0 C COMPOBOAUTEIHHBIM MUCHBMOM, B KOTOPOM YKa3bIBa€TCs CPOK
COIJIaCOBAHUS.

Ecnu opranusanuu, corjiacyromue MpOeKT JAOKYMEHTa, SBJSIOTCS ydacTHMKaMu ofHoit COJI,
coryliacoBaHue MOKeT ObIThb mpoBefeHO B CDOJ] 0e3 HampaBieHHs CONPOBOIUTENIBHOTO MHUCbMA U
OJTHOBPEMEHHO C BHYTPEHHHUM COTJIACOBAaHUEM.

4.6. Cpoku coriacoBaHusi JOKYMEHTOB YCTAaHABIMBAIOTCS WHIMBUAYAIBHOM HHCTPYKLHUEH IO
JeTIOTIPOU3BOACTBY H/MIM WHBIMU JIOKAJbHBIMM HOPMATUBHBIMH aKTaMH B 3aBUCHUMOCTH OT BHJA
JIOKYMEHTa M 00beMa IOKYMEHTa, BKJIIOYas MPHUIOXKeHHS K Hemy. CpOKHM COTJIaCOBaHUS JIOKyMEHTOB
COCTaBJIAIOT <1 1>:

<11> MuauBuayanbHON HMHCTPYKIHMEH IO JEIONPOU3BOJACTBY MOT'YT OBITh YCTAHOBIJIEHBI WHbBIE
CPOKH COTJIaCOBaHMsI IPOEKTOB JOKYMEHTOB.

MIPOEKTHI JIETOBBIX (CIIY>KEOHBIX) mHceM - 1 - 3 pabounx aHs;
IPOEKTHI MPUKa30B Oe3 mpuioxeHui - 1 - 3 pabouux aHs;
MIPOEKTHI TIPUKA30B C MPHIOKESHUSIMH CIIPABOYHOTO XapakTepa - 3 - 5 pabounx IHEH;

MPOEKTHI MPUKA30B C MPUIOKEHUEM JIOKATHHBIX HOPMATUBHBIX aKTOB B 3aBUCHMOCTH OT X 00beMa
(ae 6onee 50 crpanui) - 5 - 10 pabounx qHEH;

MPOEKTHl JIOKATbHBIX HOPMATHUBHBIX aKTOB, YTBEPXKIAEMBIX HEMOCPEACTBEHHO MOJIHUCKIO
pykoBoautens (He 6omee 50 ctpanun) - 5 - 10 pabounx gHEH;

IPOEKTHl MPOTOKOJIOB 3aceJaHuil (COBeIIaHWi) MpH HEOOXOAMMOCTH UX COIVIACOBAaHUA, B
3aBHCHMOCTH OT 00beMa JOKyMeHTa - 1 - 3 pabouux JHS.
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Cpoku corjlacoBaHus MPOEKTOB JIOKYMEHTOB, HAMpaBIIIEMbIX Ha BHEIHEE COrJacoBaHUE HE
JOJDKHBI COCTaBIATh Oosiee 30 KaJeHIapHbIX THEH.

B KOHKPCTHBIX CJIydadXx B 3aBUCUMOCTH OT COACPIKAHUA U HA3HAYCHUA JOKYMCHTA CPOK
COIJIaCOBAHUS MOJKET OBIThH COKpall€H HWJIM YBCIUYCH II0 PCIICHHUIO PYKOBOAWTEIIA, KYPHPYIOLIETO
HaIpaBJICHUEC NCATCIBbHOCTH, 110 KOTOPOMY I'OTOBHUTCS NPOCKT PCIICHUA.

4.7. Odopmienue pesynbTaToB corjacoBanus JIHA u pacnopsauTenbHBIX JTOKYMEHTOB
OCYIIIECTBIISICTCSI B BHUAC BH3, IPOCTABIISIEMBIX 3aMHTEPECOBAHHBIMH JIMIIAMH Ha TIOCJICIHEM JIHCTE
MIPOEKTa IOKyMEHTa (Ha ero JHUIEBOW Ui 000pPOTHON CTOPOHE) UM Ha OTIEJIbHOM JIMCTE COTJIACOBAHUS,
SIBIITFOIIEMCSl HEOTHEMJIEMOM YacThio JAOKyMeHTa. OTMETKH O cOrjlacoBaHHMU (TpUQ COTIACOBAHUS H
BU3bI) ODOPMIISAIOTCS B COOTBETCTBUU C MyHKTaMu 2.45, 2.46 [IpumepHOt HHCTPYKIIHH.

[Ipu cormacoBaHWW JEIOBBIX (CIY>)KEOHBIX) MUCEM BH3BI TPOCTABIAIOTCS HA KOMHH THChMa
(BM30BOM 3K3EeMIUIAp), KOTOPBIA IIOCAE IOANMKMCAHHUS IOJJIMHHWKA IHChbMa W €ro pPerucTpanuu
MMOMEIIAETCS B JIEJIO, WM Ha 00OpOTE TOJUIMHHHUKA MHMChMa, €CIM MHUChMO HAIPAaBIIACTCS aJpecary Iio
(bakcy uiu 3IEKTPOHHOM MmouTe. DTOT e IK3EMIUISp MUChMa MOCe OTHPaBKH aapecary (1Mo gaxcy wiu
AJIEKTPOHHOM MOYTE B BUJIC SJIEKTPOHHOM KOIHMH) MTOMEIIAETCS B JEIIO.

[TpoeKThl MPOTOKOJIOB BU3HPYIOTCS JIMIIAMH, BBICTYIABIIMMH Ha 3aceJaHUM (COBEIIAHWHU) IyTEM
MIPOCTABJICHHSI BU3bl HA JICBOM IIOJIC JIOKYMEHTA HAMPOTHUB 3aIllMCU BBICTYIUICHHUSI COOTBETCTBYIOIIETO
paboTHHKA.

4.8. CornacoBanue MPOEKTOB JOKYMEHTOB MoKeT ocymecTBiaTrhess B COJI. Tlocne 3aBepuienus
MpoLEeayphl coriacoBaHus (MU CO3AaHUU TOJUIMHHUKA JOKYMEHTa Ha OyMa)KHOM HOCHTENE) JIMCT
coryiacoBaHus pacnedarbiBaetcs 3 COJl, nmpukiagsiBaeTcs K NPOEKTy JOKYMEHTAa U MpPeACTaBIseTCs Ha
MOJIKUCH PYKOBOJUTENIO OPTaHU3aluU (MHOMY YIOTHOMOYEHHOMY UM JIHILY).

CormacoBanre BHYTPEHHHX JIOKYMEHTOB, CO3/IaHH€, XpaHEHHWE M WCIOJb30BaHUE KOTOPBIX
ocyuiectisercs nocpencrsoM CI/1, npoBoautcs B CO/1 B 37IEKTPOHHOM BUJIE.

HpI/I COrjIaCOBaHUU IMMPOCKTOB BHYTPCHHUX NOKYMCHTOB, CO3JAHHBIX Ha 6YMa)KHOM HOCHUTCIIC, BU3BI
MMPOCTABIIAFOTCA HEIMOCPECACTBCHHO HaA ITPOCKTC NOKYMCHTA.

4.9. Tlpu BHEIIHEM COIJIACOBAaHHUM, TIOJyYEHHOM IMUCHbMOM, WM COIJIACOBAaHUM MPOEKTa JOKYMEHTa
KOJIJIETHAJIbHBIM  (COBELIATENbHBIM) OpraHOM C (UKCAllMeld pelieHHs O COIJacoBaHMM B IPOTOKOJIE
3acellaHusl UCIOJIHUTENIb O(OPMISET Ha NPOEKTe JOKYMEHTa WIM B JIMCTE COIJIACOBAaHUS TpHU)
COIJIACOBAaHUS B COOTBETCTBUM C INyHKTOM 2.45 IlpumepHoii mHCcTpykuuu. IIucema o cormacoBaHuM
(BBIMIKCKA U3 MMPOTOKOJIA) MPUJIAraloTcs K MPOEKTY JOKYMEHTA.

4.10. B xozxe coriacoBaHMs MPOEKTa JTOKyMEHTa pabOTHHK, COTJIACYIOLIUI TOKYMEHT, IPUHUMAET
OJIHO U3 CIEAYIOUINX PeIIeHUH:

COTJIaCOBaTh MMPOCKT JOKYMCHTA 0e3 3aMe‘IaHHﬁ;
COorj1acoBaThb MPOCKT JOKYMCHTA C 3aMCHAHUAMMU,

OTKJIOHUTBH MMPOCKT JOKYMCHTA,
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yKa3aTh, YTO HE UMEET OTHOIICHUS K MPOEKTY JOKyMEHTa (pacCMOTpPEHHUE BOIPOCA, IO KOTOPOMY
MIPUHUMAETCS PELIEHUE, He BXOIUT B 0053aHHOCTU PAaOOTHHKA).

Bo3zpaxenust no npoekTy nprkasa (pacropsikKeHHsl), BOSHUKAIOIINE IIPU COTJIACOBAHUH, U3JIAratoTCs
B CIIPaBKe, KOTOpas MpHlaraeTcs K MpoekTy, uin Buocurcs B COJI.

Ecimu IMPOCKT MHOKYMCHTA COINIaCOBAaH C 3aMCUYaHUAMHU, 3TO O3HAYACT, YTO 3aMCHaHUSA HOCAT
peI[aKI_[I/IOHHHﬁ XapakTep, U II0CJIC HX IMPUHATHA HCIIOJIHUTCIIEM IIPOCKT HE Tpe6yeT IIOBTOPHOI'O
corjraCcoBaHusl.

HpOCKT JOKYMEHTA OTKJIIOHACTCA JIMIIOM, COIIaCYIOIIHNM JOKYMECHT, B CllydasXx:
HaJIN4YKUA CYIICCTBCHHBIX 3aMEUaHHUil 110 IMPOCKTY NOKYMCHTA,
HECOoIJIacusd € IMPOCKTOM NOKYMCHTA.

4.11. HecornacoBaHHBIN MPOEKT AOKyMEHTa TpeOyeT J0paOOTKM IO BBICKA3aHHBIM 3aMEYaHMSIM,
nepeo(OopMIICHUS ¥ TOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecnu npu 1opaboTKe IpOeKTa JOKYMEHTA UCIOJHUTENb IPUHUMAET PEUICHUE HE YUUTHIBATh
3aMevaHue (3amedaHus) nuna (JIdil), y4acTBOBABIIMX B COTJIACOBAHHUH, UCIIOTHUTEIIEM TOTOBUTCS PEECTp
HEYYTCHHBIX 3aME4YaHUH, KOTOPBIA BMECTE C IPOEKTOM JOKYMEHTa IPEICTABISACTCA PYKOBOIUTEIIO
OpraHu3aly WIM HMHOMY YHOJHOMOYEHHOMY HM JIOJDKHOCTHOMY JIMILY, [OAINUCBHIBAIOLIEMY
(yTBepkJarouieMy) JOKyMEHT. PeecTp HEyUYTEHHBIX 3aMeuaHUN MOJMNKUCHIBAETCS PYKOBOJUTENIEM
CTPYKTYPHOI'O MOJPa3eICHUA-UCIIOIHUTEIIA.

4.13. PemieHue o TOM, NPUHMMATh WJIM HE NPUHMMATh HEYYTEHHBbIE 3aMEYaHUs NPUHUMAET
PYKOBOAMTEIIb.

B cnydae ecniu pykoBOAMTENb MPUHUMAET PEIICHHE O HEOOXOAMMOCTH YYECTh 3aMeuyaHus,
OTKJIOHEHHBIE HCIIOJIHUTENEM, HCIOJIHUTENb J0padaThiBaeT MPOEKT JOKYMEHTa B COOTBETCTBHH C
BBICKA3aHHBIMU 3aMEUaHUSIMH.

Ecnu pykoBoAuTens corjamaercs ¢ MHEHHEM HCIOIHHUTENS, OH MOAMMCHIBAET (YTBEPKIAeT)
JTIOKYMEHT.

4.14. JloxymMeHTBI, H3JaBa€Mble OT HMEHHU OpraHU3alMU, TOJINUCHIBAIOTCS PYKOBOJIUTEIEM
opramuM3aivii HWJIW HWHBIMU  YIIOJTHOMOYCHHBIMU UM  JOJDKHOCTHBIMHU  JIMIOAMH (BaMeCTI/ITeHﬂMI/I
PYKOBOJMTENS OpraHU3alii, PYKOBOJAUTEISAMH CTPYKTYPHBIX MOJPa3JeieHHUI, HHBIMU JOJKHOCTHBIMU
JJMIIaMH B COOTBETCTBHUH C HX KOMHCTCHHI/IGﬁ, onpenenﬂeMoﬁ JOBCPCHHOCTSAMHN Ha BBIIIOJIHCHUEC
ONpENEICHHBIX JEHCTBUA OT HUMEHU OpraHu3allMi, BHYTPEHHUMH HOPMATUBHBIMU JOKYMEHTaMU
OpraHU3aINH).

4.15. OtnenbHBIE BUABI BHYTPEHHUX JOKYMEHTOB (CIyX)eOHbIe, 00BSICHUTENbHbIE 3aIIMCKH) Ha UMS
PYKOBOJUTENS CTPYKTYPHOIO MOAPA3JENCHUs TMOAMUCHIBAIOTCS HCIIOJHUTENEM (COCTaBUTEIEM), €CIIU
paspelaeMsble IIPH 3TOM BOIIPOCHI HE BBIXOAT 3a MPEAEIBI €0 KOMIETEHIINH.

4.16. JIokyMeHTBI, HalpaBJIieMble B BBICIIME OPTraHbl TOCYJIAPCTBEHHOW BIIACTH, HAa MM IEPBBIX
pykoBonuTeneil (QenepanbHbIX OpPraHOB HUCIOJHUTENBHOM  BJIAcTH, PYKOBOJIUTENEH CyOBEKTOB
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Poccwuiickoit @eneparuu 1 3apyOeKHBIX TOCYIAPCTB, MOAMUCHIBAIOTCS PYKOBOJAUTEIIEM OPraHU3aluN UITH
JIUI[OM, UCTIOJTHSIOLINM €T0 00s13aHHOCTH.

4.17. JIOKyMeHTBl, HalpaBjseMble B IIOABEAOMCTBEHHbIE M CTOPOHHHE OpraHU3aLUH,
MOANMUCBHIBAIOTCA 3aMECTUTEISAMU PYKOBOAMTENS OpraHU3alvy, HWHBIMA JIODKHOCTHBIMU JIML@MU
OpraHu3alyy B COOTBETCTBUHM C IIPEJOCTABICHHBIMU UM ITOJITHOMOYHUSIMU.

4.18. JIokyMeHT MOAMKCHIBACTCS IBYMs WM Oo0Jiee JTUIaMH, €CIIH 3a COJIep )KaHue TOKYMEHTa HECYT
OTBETCTBEHHOCTh ~ HECKOJIBKO  paOOTHUKOB  (JOKYMEHTHI,  IOATOTOBICHHBIE  HECKOJIbKHMH
MO/Ipa3IeJICHUAMHU WM OpraHu3alusiMu, paboyeil rpynmnoit, KOMUCCHUEil).

4.19. IloanuceiBaeTcsi, Kak IpaBWIO, OJUH SK3eMIULIp JOoKyMeHTa. COBMECTHBIN JOKYMEHT
MOJITMCHIBAETCS B KOJIMYECTBE, COOTBETCTBYIOILEM KOJMYECTBY OPraHU3aI1ii, CO3/1aBIINX JOKYMEHT.

[Ipy HampaBiaeHMM NHMCbMAa WM BHYTPEHHEro HH(OPMALMOHHO-CIIPABOYHOIO JIOKYMEHTa
HECKOJIbKUM ajipecataM (He Oosiee 4YeTbIpeX) IOANUCHIBACTCS KaXJbli OTHpPaBIsEMbIH 3K3eMILIp
JOKYMEHTA.

4.20. Ilognuce Ha JOKyMeHTe OhOpMIIsieTCs] B COOTBETCTBUM C NyHKTamu 2.47, 2.48 IlpumepHoit
WHCTPYKIIUH.

4.21. YTBepxk1eHUE JOKYMEHTA IPOU3BOJAUTCS:

HETIOCPEJCTBEHHO PYKOBOAMTEIEM - IPOCTABICHMEM COOCTBEHHOPYYHOH MOINNCH B TpHde
YTBEPXKICHHUS,

MPUKA30M OpPTraHU3alNH.

4.22. VYTBep:KIarOTCs MpaBuia, MOJ0XKEHHS, UHCTPYKLIUH, PErJIaMEeHThl, HEKOTOPbIE BUJIbI aKTOB,
MJIaHBl, MPOTPaMMbl U JIPYTU€ JTOKYMEHTBI, YCTaHaBJIMBAIOUIME HOPMBI W/WJIM pPaCCUYUTAHHBIE Ha
JuiTenbHoe mpuMenenue (npuioxenue N 10).

Odopmnenune rpuda yTBep>KIeHUST MPOU3BOJIUTCS B COOTBETCTBUHM ¢ NMyHKTOM 2.41 TlpumepHoit
WHCTPYKLHH.

4.23. Tloanuce pYKOBOAMTENS OpraHU3allid WM HWHOTO YIOJIHOMOYEHHOr0 MM JHIa Ha
JIOKYMEHTaX, TpeOyIoImux 0co00ro yJOCTOBEPEHHS MX MOJIMHHOCTH, a TaKXKe Ha KOMUAX JOKYMEHTOB U
BBINMCKAX U3 IOKYMEHTOB 3aBepsieTcs neyarhio (mpuioxxkenue N 11).

[leyaTh HA JOKYMEHTE MPOCTABISIETCS B COOTBETCTBUU C MYHKTOM 2.49 TIpuMepHON HHCTPYKIIHH.
V. OpraHunsauusa gOKymeHToobopoTa

5.1. JIokyMEHTOOOOpOT BKJIIOYAET BCIO MOCIEI0BATENILHOCTh MEPEMEIICHUN JOKYMEHTOB, a TaKKe
OTIepalliM, COBEpIIAaeMble C JOKYMEHTaMH B TMPOIECCe WX CO3/IaHUS W WCIOJHEHHS (TOJIydYeHHE,
OTIpPAaBKa, IPEIBAPUTEIHLHOE PACCMOTPEHHUE, PETUCTPALIHS, PACCMOTPEHUE PYKOBOIUTEIEM).

5.2. llens opraHuzamuu JOKYMEHTOOOOpOTa - oOecredeHue CBOEBPEMEHHOTO TMPUHSTHS
yIPaBICHUYECKUX PEIICHWH W WX UCHOTHEHHs. 3afada JOKYMEHTOOOOpOTa - OpPraHM30BaTh JIBHXKEHUE
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JIOKYMEHTOB 10 HAUMEHEE KOPOTKOMY IyTH ¢ MUHUMAJIbHBIMH 3aTpaTaMu TPyJa U BPEMEHH, B YCIOBUAX
ANEKTPOHHOTO JOKYMEHTOOO0OpOTa - OOecneuuTh JOCTyn K JOKyMeHTaMm monb3oBaTensMm COJl B
COOTBETCTBHUH C MPEIOCTaBICHHBIMH UM IPAaBaMH.

5.3. B ycinoBusix npumenenus COJl B opraHuzaiuyd HUCHOJb3YIOTCS 3JIEKTPOHHBIE JOKYMEHTBI, a
TaK)Ke 3JEKTPOHHBIE KOMHHM JIOKYMEHTOB, MOJYUYECHHBIC B PE3YJIbTaTe CKAaHUPOBAHUS JOKYMEHTOB Ha
OymaxHOM HocuTene. JJOKyMeHTbl OpraHH3aluy, UMEIOIINe BpEeMEHHbIe Cpoku XpaHeHus (mo 10 ser
BKJIFOUMTEBHO) MOTYT CO3JaBaThCs, XPAHUTHCSA W HUCIOJB30BATHCS HUCKIIOYUTETRHO B (opme
ANEKTPOHHBIX IOKYMEHTOB.

HepequL JOKYMCHTOB, CO31aBACMbIX, XpPAaHHUMBIX W HCIIOJIB3YCMbIX HCKIOYHUTCIBHO B (bopMe
QJICKTPOHHBIX JOKYMCHTOB, YTBCPIKAACTCA PYKOBOAUTCIIEM OPraHU3aIuu.

5.4. Opranuzauus [ABWKEHUS JIOKYMEHTOB B YCIOBUSAX 3JEKTPOHHOIO JOKYMEHTO0OOpOTa
OCYLLECTBIISICTCSA B COOTBETCTBUU C PETJIaMEHTHPOBAHHBIMU MapIIpyTamMu, pa3dpadarsiBaeMbiMu Ci1yxk00ii
JIeJIONPOU3BOCTBA. MappyTsl IBUKEHUSI OPraHU3allMOHHO-PACHIOPSAUTEIbHBIX TOKYMEHTOB JIOJIKHBI
ObITb ONTUMAIBHBIMU IO 3aTpaTaM BPEMEHH, HE JIOJDKHBI JIOMyCKaTh IYOJUPYIOIIMX Onepanuil u
BO3BpATHBIX JIBUKEHUH, HE 00YCIIOBIEHHBIX JIEJI0BOM HEOOXOIMMOCTHIO.

5.5. Opranu3anus JOKyMEeHTO000pOTa OCHOBBIBAETCS Ha MPUHLIMAIAX:
LEHTPAIM3ALMN OIIEPALMI 110 IIPUEMY U OTIIPABKE TOKYMEHTOB;

pacripelielieHus]  JIOKyMEHTOB Ha  JOKYMEHTONOTOKHM, HMEIOIIME OJMHAKOBBIM  Mapuipyt
(MapmipyTH3aIus T0KyMEHTOB);

OpraHu3aluy MPeIBAPUTEIBLHOTO PACCMOTPEHUS BXOAAIIMX JOKYMEHTOB;

VCKJIIOYEHHS BO3BPATHBIX ABUKEHUN JJOKYMEHTA, He 00YCIIOBJICHHBIX JIEJI0BOM HEOOXOIMMOCTHIO;
OJHOKPAaTHOCTU PETUCTPALUU JOKYMEHTOB;

yCTpaHEHUs] HEOOOCHOBAHHBIX COIJIACOBAHUM MPOEKTOB JOKYMEHTOB;

BPEMEHHOW perjaMeHTallud omnepanuii Mo o0paboTKe, pacCMOTPEHHI0 U  COTJIACOBaHUIO
JIOKYMEHTOB.

5.6. B  1oKymMeHTOOOOpOTE OpraHu3alMM  BBUIEISIOTCA  JOKYMEHTONOTOKHM:  BXOJSIINE
(moctymaronue) AOKYMEHTBI, UCXOAsIue (OTIpaBisieMble) NOKYMEHTbl; BHYTPEHHUE NOKYMEHTHI. B
COCTaBE€ BXOSLINX U UCXOASIINX TOKYMEHTOB BBIIEIISIOTCS:

JOKYMCEHTEI OpraHOB FOCYJIapCTBeHHOfI BJIACTH, OPraHOB MCCTHOI'O CaMOYIIPAaBJICHUSA;
JAOKYMCHTEIL (I)I/IJ'II/IaJ'IOB " TCPPUTOPHUAIIBHO 000CO0ICHHBIX HO,[[p&S)ICJICHPIfI;
JOKYMCEHTHI U3 IrOCYJapCTBECHHBIX U HETrOCYAapCTBECHHBIX OpFaHHSaHHﬁ;

3anpocsl zaenyraroB l'ocymapcrtBeHHoi JIlympr u  wieHoB Cosera @Denepauuu, AeMyTaToB
3aKOHOJATEIbHBIX OPraHoB cy0bekToB Poccuiickoit denepaliny U OpraHoB MECTHOTO CaMOYTIPaBIEHUS;
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oOpallleHus TpaX/iaH;

JOKYMEHTBI U3 IPaBUTEIbCTBEHHBIX U HENPaBUTEIbCTBEHHBIX OpraHU3alMil 3apyOeKHBIX CTpaH U
JAPYTrUe IPyIIbl JOKYMEHTOB.

5.7. JlocTtaBka W OTIpaBKa JOKYMEHTOB B OpPTaHHM3aI[MH OCYIICCTBIISIOTCS CPEJACTBAMU ITOYTOBOM
CBSI3U, (ENBIBETEPCKOM M KYpPbEpPCKOW CBSI3M, HAPOYHBIMH W DPA3IUYHBIMA BHJAMH 3JEKTPOCBS3H
(pakcumunbHast, TenerpadHas, TenedoHHAs, JJICKTPOHHAS I10YTa, CHCTEMa MEKBEIOMCTBECHHOIO
ANEKTPOHHOTO JoKyMeHTooOopoTa (MDJ10) <12>, COI).

<12> Jlns rocyqapcTBEHHBIX opraHu3anuii - yuactHuko M3 J10.

5.8. B opra#uzanuio JOCTaBISIETCS KOPPECIOHICHIMS B BHUJE IHCEM, IMOYTOBBIX KapTOUEK,
OaHzeposiell U MakeToB, NMEYaTHBIX W3JaHUH, TenerpammM, (axcorpamm, TenedoHOrpaMM, 3JIEKTPOHHBIX
JIOKYMEHTOB M 3JIEKTPOHHBIX KOIUN JOKYMEHTOB.

5.9. [Ipuem nokymeHTOB ocyecTBisgercss Ciayx00il ne10npon3BoacTBa. JJOKyMEHTHI, OTy4YEHHbIE
paOOTHHKaMU OT JApPYrux OpraHu3anmid, Takke nepemarorcs B CiyxOy IeIONMpOU3BOACTBA IS
perucTpanyy /iy y4era.

5.10. Bce mocTynuBmIME B OpraHM3alMI0 JOKYMEHTBHI TIOJUIeKAT TIEPBUYHON 00paloTke,
BKJIFOYAIOIEHN:

MPOBEPKY NMPABUIBHOCTH JOCTABKU TOKYMEHTOB;
MIPOBEPKY LIETTOCTHOCTH YIaKOBKU (KOHBEPTOB, MTAKETOB);

BCKpBITHE YMAKOBKHU (32 HMCKJIIOYEHHEM KOHBEPTOB, MakeToB ¢ nomerkod "Jlmyno" u rpadamu
OTPaHUUYEHUS JTOCTYIA K JOKYMEHTY);

MMPOBEPKY LHCIIOCTHOCTH BXOAAIINX JOKYMCHTOB, BKJIFOYAA IIPHUIIOKCHUA
YHUYTOKCHHUEC KOHBCPTOB, ITAKETOB NUJIN YIIAKOBKHU,
MMPOCTABJICHUC OTMETKH O MOCTYIIJICHUU NJOKYMCHTA B OpraHU3aluIo.

5.11. Ommubo4uHO AOCTABJICHHBIC JOKYMCHTBI IICPCCHUIAIOTCA MO HA3HAYCHHUIO HJIM BO3BPALIAIOTCS
OTIIPAaBUTECIIIO. HOKyMeHTI)I, IMMOCTYIIMBIINEC B HOBpe)K)IeHHOfI YIIAKOBKE, IMMPOBEPAIOTCA HAa LHEJIOCTHOCTD, B
TOM 4YHUCJIC HAa HAJIMYHUC MCXaHNYICCKHUX HOBpC)KI[CHHfI.

[TouToBBIE OTMpaBIICHUs, HECTAHAAPTHBIE 1O BECy, pasMepy, Gopme, UMEIOIIHe HEPOBHOCTH TIO
OoKkam, 3aKJI€CHHBIE JIMIKOM JIEHTOW, UMEIOIME CTPAHHbIM 3amax, IBET, MPENOoI0KUTEIbHO UMEIOIIHe
BJIOKCHHA, HC XapaKTCPHBIC [JIA TMOYTOBBIX OTHpaBHeHI/Iﬁ, HEC BCKPBIBAIOTCH. O IMOJIYUYCHHUHN
MOJIO3PUTENILHOTO MIOYTOBOTO OTIPABJIEHUS JJOKJIAAbIBAETCS pyKOBOAUTENO City>KObI 1€I0MpPOU3BOICTBA
U B ci1y’k0y 0e30macHOCTH (Tpu ee HaJIu4un).

5.12. HpI/I MNOCTYIUICHUU BXOJAAIICTO JOKYMCHTA B HOBpG)KI[GHHOfI YIIAaKOBKE, MOBPCKIACHUN
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JIOKYMEHTa, IPU OTCYTCTBUM B KOHBEpTE (IIaKeTe) JOKYMEHTA, €r0 YacTH WM IPUJIIOKEHUH K HEMY, a
TaKKe IPU OTCYTCTBUU IOAIMUCU HAa BXOZAIIEM NOKYMEHTE COCTABIAETCA aKT B JABYX DK3EMIUIApax Ha
OyMa)KHOM HOCHUTEIIE, MOAMUCHIBaeMbIi 1ByMsl paboTHUKaMu Ciry>kObI A€TIONPON3BOCTBA.

OnMH 3K3eMIUIp akTa BMECTE C BXOAALIMM JOKYMEHTOM M €ro HPUJIOKEHHUSMHU IepefaeTcs Ha
IIPEIBAPUTEIIBHOE PACCMOTPEHHUE U PETUCTPALINIO, BTOPOM 3K3EMIUISIP aKTa BBICHUIAETCS OTIIPABUTEIO.

5.13. KoHBepThl, MakeThl UM YIAKOBKA COXPAHSIOTCS W MPUJIAraloTCs K BXOASIIUM JTOKYMEHTaM B
ClIydasx:

€CJIK TOJBKO IT0 HUM MOXHO YCTAaHOBUTH OTIIPABUTECIIA UKW JaTy OTIPAaBICHUA;

€Clin BXO[I?IIIII/If/'I JOKYMCHT ITOCTYHHJI ITO3KEC YKAa3aHHOI'0O B TCKCTC NOKYMCHTA CpPOKa HMCIIOJHCHUA
WA AaTbl MCPOIIPUATHA,

npu 0O0JIBIIIOM PACXOXKACHUU MCIKAY JaTaMU MMOAIIMCAaHUA U ITOJTYYCHHUA JOKYMCHTOB.

ITocne 3aBCPUICHHA pa6OTI>I C HOKYMCHTOM KOHBEPT BMECTC C JOKYMCHTOM IIOMCHIACTCA Ha
XpaHCHHUEC B ACJIO.

5.14. KonBepTtsl (nmakeTsl), umeronue otMeTky "Jlnuno" ("Private"), rpudsl orpannueHus 1ocrymna
K JIOKYMEHTaM, COJICpP)KAlllUM CBEACHHS KOH(PHUICHIIMAIHLHOTO XapakTepa, HE BCKPBIBAIOTCS H
nepeaatoTCs:

¢ ormetkoit "Jluuno" ("Private") - HemocpencTBEHHO azipecary;

¢ TpudaMu OrpaHMUYEHHS AOCTyNa - B CHyXOy KOH(HUIESHIIMAIBHOTO JAETONPOU3BOACTBA WIH
pabotHuky CiyXObl JeIONPOU3BOJICTBA, B OO0SI3aHHOCTH KOTOPOTO BXOJIUT 00pabOTKa JOKYMEHTOB,
COJIEp>KaIINX CBEACHHS KOH(PHUICHIIMATHHOTO XapaKkTepa.

5.15. Bxopsmme dIEKTPOHHBIE JIOKYMEHTBI, IIOCTYNIMBIIME OT JPYTrUX OpraHu3aluid 10
3JIeKTpOHHOH noute, nocpeactsoM COJI w/mm MBJ10 npunumarorcest Ciryx00i AeI0MpON3BOICTBA.

3J'I€KTpOHHBI€ JAOKYMCHTBI, ITIOCTYIIUBIIUE I10 HH(i)OpMaHI/IOHHO-TGHGKOMMYHI/IKaIII/IOHHI)IM KaHaJlaM
U TOJIMUCAHHbIE YCHJIEHHOW KBaIM(UIIMPOBAHHOM MoAmMCchio, BKmouyatoTess B COJl mocie mpoBepku
AJICKTPOHHOU TMOJNMUCH W TOATBEPXKICHUS €€ JCHUCTBUTEIBHOCTH <13>; 3JIEKTPOHHBIE JOKYMEHTHI,
MIOCTYIIMBIIME OT JPYrMX OpraHU3aluil IO DJJIEKTPOHHOM TOYTE M MOANHUCAHHBIE YCHJIEHHOU
HEKBaJIM(ULIMPOBAHHON MOJNUCHIO WINA MPOCTON 3IEKTPOHHON MOANUCHIO, MTPOXOJAT IPEIBAPUTEIHHOE
paccmoTpenre U Bkiaouatorcss B COJ] mpu Hanuumm MeEXIy OpraHu3aluei-OTIIPaBUTEIIEM U
OpraHu3alyen-rnonydareieM corjameHuss o0 oOMeHe 3JIEKTPOHHBIMU JOKYMEHTaMH, HOJMUCAaHHBIMU
COOTBETCTBYIOLIEHN MOIIHUCHIO.

<13> HMunuBuayalbHOW HMHCTPYKIMEH IO JEIOMPOMU3BOJCTBY MOXKET OBITh IpeIycCMOTpEeHa
pacrneyaTka JOKYMEHTOB, IMOCTYNUBIIMX B (OpMe OJIIEKTPOHHBIX JIOKYMEHTOB, C TOCJEIyIoIen
opraHu3zanyei paboThel ¢ HUIMU KaK ¢ JOKyMEHTaMU Ha OyMa)KHOM HOCHUTEJIE.

5.16. IlepBuunas o0paboTka AIIEKTPOHHBIX JIOKYMEHTOB, MOJTy4EeHHBIX o
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MH(POPMAIMOHHO-TEIIEKOMMYHUKAIIMOHHBIM ~ KaHAIaM CBs3M (9JeKTpoHHas mouta, MO0, caiiT
OpraHu3aly) OT JAPYI'MX OpPraHu3aluil M Ipak[aH, JOJDKHA COOTBETCTBOBATH TEXHOJIOTMU PAOOTHI C
BXOJSALIMMU TOKYMEHTaMHU.

5.17. IlepBuunas 00paboOTKa AOKYMEHTOB 3aBEpIIACTCS HMX pacmlpeneicHueM (COPTUPOBKOM) Ha
perucTpupyembie U HeperucTpupyemsie (rnpuioxenue N 12) <14>.

<14> K noxyMmeHTaMm, HE MOJUICKAIIUM PETUCTPALUH, OTHOCATCA TOKYMEHTBHI, HE TpeOyrolme
UCIIOJIHEHUS U HE COZIeprKallye MHPOPMaLUK, UCII0Ib3yEeMON B CIIPAaBOYHBIX LIENISX.

5.18. Perucrpanus BXOIAIINX JOKYMEHTOB OCYIIECTBISIETCS HE3aBUCHMO OT crioco0a MX JOCTaBKU
onuH pa3: B CuyxOe AeIOnpoM3BOJACTBA WIM B CTPYKTYPHOM TMOJpa3[eiCeHUU OpPraHu3allid B
COOTBETCTBHUH C YCTAHOBJICHHON (hOPMOI1 OpraHu3aIuu JAeI0npou3BoacTBa <15>.

<15> B wWHAMBHAYaNbHOH WHCTPYKIMH IO JEJIONPOM3BOACTBY YCTaHABIMBACTCS MECTO
perucTpanmy BXOJAIIMX JTOKYMEHTOB (LIEHTpalin30BaHHO - B Ciyxx0e nenornpousBoactsa uinu B Ciyxoe
JIeJIONIPOU3BO/ICTBA U CTPYKTYPHBIX MOJpa3JelieHusx), a Takke crnocod peructpauuun (B COJ mmm B
PETUCTPAIIMOHHO-YYETHBIX (OpMax Ha OYMa)KHOM HOCHUTEIIE).

JIOKyMEHTBI, MOCTyHarolMe W3 JpYyrux OpraHUu3allMi HENOCPEICTBEHHO B CTPYKTYpHBIE
MOJIpa3/ieieHusi, HO TpeOyIole pacCMOTPEHUsS PYKOBOJCTBA, IEPENalOTCs JUIsl PEerucTpaluu |
MIpeIBApUTENIbHOTO paccMoTpeHus B Ciryk0y J1eJ10Mpou3BO/ICTBA.

5.19. Peructpauusi BXOASIIMX JOKYMEHTOB OCYILIECTBIAETCS B JI€Hb UX NOCTYIUIEHUS WM Ha
clenyomuid pabounii IeHb IpU MOCTYIUIEHWH JOKYMEHTOB B KOHIIE paboyero AHs Wi B Hepabouee
BpeEMSL.

Perucrpanus obpaieHuii rpask/iaH OCYIIECTBIIAETCS B TEUCHUE TPEX THEW ¢ MOMEHTA MOCTYIUICHUS
obparienus <16>.

<16> ®enepanpubiii 3akoH oT 2 Masg 2006 r. N 59-@3 "O mopsiake paccMOTpeHHUsT oOpaiieHui
rpaxaan B Poccuiickoit @enepannn” (Cobpanue 3akoHonatenbcTBa Poccuiickoit @enepamuu, 2006, N
19, c1. 2060; 2010, N 27, ct. 3410; N 31, cT. 4196; 2012, N 31, cT1. 4470; 2013, N 19, ct1. 2307; N 27, cT.
3474; 2014, N 48, ct. 6638; 2015, N 45, c1. 6206; 2017, N 49, ct1. 7327).

5.20. CBepeHMss O MNOCTYNMBIIEM JIOKYMEHTE BHOCATCA B DIJIEKTPOHHYIO PErUCTPALMOHHYIO
kaptouky (DPK) COJ1 unu peructpaioHHO-y4eTHYI0 (opMy Ha OyMaKHOM HOCHUTENE, a MOCTYNUBLIEMY
JOKYMEHTY MPUCBaNBAETCs pErUCTPAIL[MOHHBII HOMED.

PeructpaninoHHbIii HOMEpP BXOJAIIETO JOKYMEHTa COCTOMT U3 MOPSJKOBOIO HOMEpA JOKYMEHTa B
npeenax KajJeHAapHoro rojia, KOTOPbId MOKET ObITh TOMOJHEH HU(PPOBBIMU UM OYKBEHHO-IIU(PPOBBIMU
KOJaMU (MHAEKCaMH) 10 UCIOJIb3yeMbIM Kiaccudukaropam <17>.
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<17> CrpykTypa pEruCTpallMOHHOTO HOMEpa  BXOZSAINErO0  JOKYMEHTa  OIpelesercs
VHJUBHUYAIBHOW HHCTPYKIMEHN 10 IEIONPOU3BOICTBY OpraHU3aluy.

5.21. Ha Bcex 3aperucTpupoBaHHBIX JTIOKYMEHTAaX, 3a UCKJIIOUEHUEM JIOKYMEHTOB, IOCTYIHUBIINX B
(opMe 3IEKTPOHHBIX T0KYMEHTOB, IPOCTABIISIOTCS OTMETKH O MOCTYIUIEHUH JOKYMEHTa B OpraHU3aLUIo.
B orMmeTke 0 mocTymieHNH JOKyMEHTa (PUKCHPYIOTCS J1aTa MOCTYIJIeHUs (P HeOOXOAMMOCTHU - BpeMs
IOCTYIUICHUS B YacaX U MUHYTaX) U BXOASILIMM PErMCTPALlMOHHBIA HOMEP TOKYMEHTa B COOTBETCTBUM C
yHKTOM 2.36 [IpumMepHON HHCTPYKIUH.

5.22. JIoKyMeHTbI, NOCTYNHBIIME HAa OYMa)KHOM HOCHUTENE, CKAaHUPYIOTCS, 3JIEKTPOHHAsS KOIUS
nokyMeHTa Bkiatoyaerca B COJl u npucoeaunsierca k OPK nokymenra.

5.23. KoppecnonaeHluss HAa MHOCTPAHHBIX S3bIKaX, aJpPECOBAHHAs PYKOBOJACTBY OpTaHU3AIIMH,
nocisie perucrpanuu B Ciayx0e Aen0onpon3BOACTBa EPENACTCSI B COOTBETCTBYIOIEE MMOAPA3/ICICHUE WIN
pabOTHUKY OpraHu3alliy AJIs IEpPeBojia U MOCIeAyIoNIeH epeadyn Ha pacCCMOTPEHUE PYKOBOACTBA. MHast
KOPPECTIOHJICHIIMSI HAa HWHOCTPAHHBIX S3bIKaX IMEPEAAaeTCsl MO Ha3HAUYCHUIO HEMOCPEJICTBEHHO B
CTPYKTYpHBIE MTOIpa3/ICIICHUS.

5.24. TlpenBapurenbHOE PACCMOTPEHHE MPOBOJIUTCSA B LEISAX paCHpeleNeHUs TMOCTYHAIOIUX B
OpraHM3aIfio JOKYMEHTOB Ha Tpedyromiue 0043aTeIbHOTO PACCMOTPEHHUsI PYKOBOJICTBOM OpraHMU3aIiH U
HaIpaBJIsieMble HEMOCPEICTBEHHO B CTPYKTYPHBIE TOIpa3/IeICHUsI.

5.25. IlpenBapuTenbHOE PACCMOTPEHHE BXOASIIMX JOKYMEHTOB ocymecTBisiercs B Ciyx0e
JeJI0TIPOU3BOICTBA MIOCIIE PErUCTPALUU TOKYMEHTOB.

Hpez[BapI/ITeanoe pacCMOTPCHUEC MOKET IMPOBOAUTHCA OO PErucTpanuu B ClIydacC IMOCTYIJICHUA
AOKYMCHTOB C OTMCTKaMH, TpG6y1—OIHI/IMI/I HE3aMCUIMTCIILHOI'O paCCMOTPECHUA U UCITOJTHCHUA TOKYMCHTA.

5.26. IlpenBapuTenbHOMY pAaCCMOTPEHHIO MOJIEKAT BXOASAIIME JOKYMEHTHI, aJpECOBAHHBIE B
OpPraHMu3alMIO U HA UMS €€ PYKOBOJIUTEIIA.

JIoKyMEHTBI, aApecOBaHHbIE MOAPA3AEIECHUSIM, PYKOBOJUTEIAM MOJPA3/ICICHUN U CIEHHAINCTaM,
NepelaloTcs B CTPYKTYPHBIE MoApa3ieleHus 0e3 mpeIBapuTeIbHOTO paccMoTpeHus <18>.

<18> CocraB NOKYMEHTOB, MOICKAIUX MPEIBAPUTEILHOMY PACCMOTPEHHMIO B OpPraHH3alllH,
MOKET OBITh KOHKPETH3HPOBAH B MHIMBUAYATbHOW HHCTPYKLIMH 10 1€IOIPOU3BOJICTBY.

5.27. IlpenBapuTenbHOE pacCCMOTPEHHUE OCYIIECTBIISIETCS UCXOAS U3 OLIEHKU COJIEPKaHUs BXOISALINX
JOKYMEHTOB, C Y4YE€TOM YyCTAQHOBJIEHHOTO B OpraHU3ald pachpeneieHus (QYHKIHOHAIbHBIX
00s3aHHOCTEH MEXIy pPYKOBOJHUTEIEM OpraHM3allMd, €ro 3aMeCTUTENsIMH, PYKOBOJIUTEISIMH
CTPYKTYPHBIX ITOJIPA3/ICICHUN.

5.28. Tlo pe3yiibTaTaM IMPEABAPUTCIILHOTO PACCMOTPCHUA HOKYMCHTBI PpacCIpCACIIAOTCA Ha
AOKYMCHTOIIOTOKH, HAITPABJISICMBIC:
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Ha pAacCMOTPEHHE PYKOBOAUTENS OpraHu3aluu (JOKYMEHTBI, IOCTyHNAaloIllMe€ U3 OpraHoB
roCy/1IapCTBEHHON BIJIACTH, OPTaHOB MECTHOT'O CaMOYIpPaBJICHMsI, TOKYMEHTHI M0 Hauboyiee Ba)KHBIM U
[IPUHLMIIHAIBHBIM BOIIPOCAM JIEATEIbHOCTH OPTaHU3allun);

Ha PAacCMOTpPEHHE 3aMeCTUTENeH pyKOBOAUTENs (JOKYMEHTBI IO HAIPABICHUAM JESITEIbHOCTH,
KypPUPYEMBIX COOTBETCTBYIOLIUMHU 3aMECTUTEISIMHU);

Ha paCCMOTPCHUEC UHBIX pYKOBO,HHTeHeﬁ, TJIaBHBIX U BEAYIIUX CIICHHUATIUCTOB,

Ha pacCMOTPEHUE M UCIOJHEHHE B CTPYKTYPHBIE IIOAPA3JEICHUs II0 HAIPABICHUAM HUX
NEeATEINbHOCTH.

5.29. TIlo 3aBepimieHHHM MPEABAPUTEIBHOTO  PACCMOTPEHUS  JIOKYMEHTHI  TEPEIaroTCs
COOTBETCTBYIOLIMM PYKOBOJMUTEISM JUISI PACCMOTPEHHSI M BBIHECCHHUS PE30JIONMIA (yKa3aHHWH 10
HCIIOJTHEHHIO).

5.30. PaccMoTpeHne TOKYMEHTOB PYKOBOJUTEIEM OCYIIECTBIISICTCS B JICHB Tepeiadn JOKYMEHTOB
PYKOBOJUTEIIO WJIM HA CICAYIONIMA paOOdYuil eHb, €CIIM JOKYMEHTHI TepeJaHbl PYKOBOJICTBY B KOHIIS
pabouero JHsl.

JIOKyMeHTBI, TPeOYIOIIHE CPOYHOTO PACCMOTPEHUS, a TAKXKE TeJIerpaMMbl U TelIeOHOTPAMMBI
paccMaTpuBarOTCA PYKOBOAUTENEM HE3aMEATUTENBHO.

5.31. Pe3ynbTaThl pacCMOTPEHMS TOKYMEHTa PYKOBOAMTEJIEM OPraHM3alliM, €ro 3aMEeCTHTENSIMHU,
PYKOBOJUTENSAMH MO/Ipa3ieieHuit 0hOpMIISIIOTCS B BHJIE PE3OJIIOLUN B COOTBETCTBUHM C NMYHKTOM 2.43
[IpuMepHOI MHCTPYKIIMH.

5.32. CBemeHus O pe30NIONUH (MCIIONHUTENh, COJCpKAHUE TOPYUYEHHUs, CPOK HCIIOTHEHHS)
cnernanuctoMm CiyxObl nenonpousBojictBa BHocsATCs B DPK COJl, mocie 4ero uCmoaHUuTENN MOTyqYaroT
JOCTYM K 3JIEKTPOHHOMY JIOKYMEHTY WUJIU JJEKTPOHHON KOMHH JOKYMEHTA, €CITU JOKYMEHT MOCTYMHI Ha
OyMa)XHOM HOCHTEJE.

5.33. JIoKyMeHTBI, NOCTYyMAONIMe Ha OYMa)XHOM HOCHTENE, NOCIE UX PErUCTpalliM, BKIIOYECHUS B
COJ1 B BuAE 3IEKTPOHHBIX KONMUH U PAacCMOTPEHUsI PYKOBOJCTBOM IEpPEAArOTCSl B COOTBETCTBYIOIIME
CTPYKTYpHBIE MOApa3/ieNeHHs] Ha UCTIOJIHEHUE WK MoMelatoTes B aeno B Ciiy:x0e 1eI0mponu3BoICTBA B
COOTBETCTBHM ¢ HOMEHKJIATypOU /1€ OpraHU3aluu.

Jnsa ¢uxcanum akra nepenaun BXOJAMIMX JOKYMEHTOB M MX KOMUA Ha OyMa)KHOM HOCHTENe
UCIIOJIHUTENIIM B CTPYKTYpHBIE HOJpa3AeNieHus] MOT'YT HCIOJIb30BaThCs KypHaNbl (peecTphl) mepeaadu
JOKYMEHTOB.

5.34. Ilpu OymMaxxHOM JOKYMEHTOOOOPOTE TOJJIMHHUKH BXOJSIIMX JTOKYMEHTOB, B Cllydae
Ha3HA4YEeHHUS] HECKOJIbKUX HCIOIHUTENIEeH NEepelaroTcsl OTBETCTBEHHOMY HCIIOJHUTEN0, OCTaIbHBIM
ucnonuutensaM Ciyx0a 1eI0Mnpon3BOICTBA EPENACT KOMUU JOKYMEHTA.

5.35. I/ICXOI[HH_II/IC JOKYMCHTBI, 3aBU3WPOBAHHBIC BCCMU 3aWMHTCPCCOBAHHBIMH JIMAMU U
MOATIMCAHHBIC PYKOBOAWUTCIIEM WM HWHBIM YIIOJITHOMOYCHHBIM HM JIMIIOM, PETUCTPUPYIOTCSI B Cny>1<6e
ACJIOIMPOU3BOACTBA OpraHrU3alu.
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5.36. Peructpanus HCXOISIIMX JOKYMEHTOB OCYILECTBISETCS B J€Hb MOJNUCAHUS WJIA Ha
CIIeNYIOMUK pabounii IeHb, €CJIM IOKYMEHTHI OBLITH MOANMKMCAHBI B KOHIIE paboyero JIHS WK B Hepabouee
BpeM.

5.37. Ilepen peructpamueit ucxomanmx goKymMmeHTOB Ciyxk0a Jelonpou3BOJICTBA IPOBEPSIET
MPABWIBHOCTh O(OPMIICHUS JOKYMEHTOB (B TOM 4YHCJI€ HaJWM4he MOMNUCEH, BU3, NPABHILHOCTH
HAIMCaHUs aJgpecoB), a TaKkKe YKA3aHHBIX B HMCXOASIIUMX JOKYMEHTaX MPHIIOKEHUH, COOTBETCTBUE
KOJIMYECTBA HK3EMIUIIPOB KOJMYECTBY aApPECaTOB IO YKA3aTEIK pPACCHUIKM, HAJIWYUE OTMETKH 00
UCIIOJIHUTEIIE.

5.38. Ilpu perucrpanuu ucxonsmero nucbmMa B COJl cBegeHuss 00 OTHPaBIsIEMOM JIOKYMEHTE
¢bukcupyrorcs B DPK, Kk KOTOpoii MpUKpEIIseTcs SMeKTPOHHAs KOMUS OTIIPABIIIEMOTO TOKYMEHTA.

Ecin OPK Obuia co3mana B COJ] mpu moaroTroBke MpoeKTa JOKYMEHTA, TO NPU PErucTparuu
UCXOJIAILETO JOKYMEHTa B Hee JOOABISIOTCS CBECHUS O PErUCTPAlMOHHOM HOMEpE, 1aTe PErUCTpaIuy |
ApYyTrHue CBEJCHUS 00 NCXOIAIEM JOKYMEHTE.

5.39. PeructpanoHHBIA HOMEP UCXOJSAIIETO JOKYMEHTA OJIKEH COCTOSTh U3 KOJIOB (MHIEKCOB) B
COOTBETCTBUHM C MPUMEHAEMBIMU KJIacCH(pUKATOPAMU U TMOPSIKOBOIO HOMEpa JOKYMEHTa B Ipeieiiax
KaJIeHAapHOTO Tojia.

JlaTa perucTpanyu U perucTpalMOHHBIM HOMEDP MPOCTABIIIIOTCA HA OTIPABISAEMOM JIOKYMEHTE, a
TaKXXe Ha KOIUHU MCXOJIIET0 JOKYMEHTa, OCTAIOIIEHCs B Jiefie, B COOTBETCTBUU ¢ MyHKTamu 2.35, 2.36
[IpuMepHOI HHCTPYKIIUH.

5.40. HWcxomsmuii JOKYMEHT, TOAMHCAHHBI pPYKOBOJUTENEM OpraHM3alliil WIH  HHBIM
YIOJIHOMOYEHHBIM MM JIOJKHOCTHBIM JIUIIOM, TIEPEIaeTCsa Ha OTIPABKY, KOTHUS JOKYMEHTa HA OyMakHOM
HOCHUTEJE C BU3aMHU ITOMENIAETCS B JEJI0 B COOTBETCTBUU C HOMEHKIIATYPOH AEll.

DJEKTPOHHBIE JTOKYMEHTHI MOCIe UX MOANMCAHHS DJIEKTPOHHON MOIIHMCHI0 M OTIPAaBKH aJpecaTy
xpansTcs B 6a3e qanHbix CO/1.

5.41. B 3aBUCHMOCTH OT COJIEpP>)KaHUS U CPOUYHOCTH JIOKYMEHTHI, OTIIpaBJIsIEeMble U3 OpPraHU3alllH,
JOCTABIIAIOTCS  aJipecaTaM CpeICTBAaMH IOYTOBOM, (elbIbEerepcKoi CBS3M, CHEICBSI3H, KypbepoM,
AKCIIPECC-TIOUTOM, a TaKKe MepelaroTcs MO KaHajlaM AJIEKTPOCBs3U ((pakcuMuIIbHAs CBs3b, Tenerpad,
tenedoH, anekTponHas noura, MO0, CO/]).

O06paboTka KOPPECTIOHACHIINH /ISl OTIIPABKU MMOYTOBOM CBSA3bIO OCYIIECTBIISIETCS B COOTBETCTBUU C
IIpaBmiiaMu oka3aHus yciIyr HOYTOBOM CBSA3H <19>.

<19> Ilpuka3 MuHHCTEpCTBa CBS3UM U MAaccOBbIX KoMMyHuKauuii Poccuiickoin ®enepaunn ot 31
utonist 2014 r. N 234 "O6 yrBepxaenun [IpaBuin okazaHus yciayr Mo4ToOBOM cBsi3u" (3aperucTpupoBaH B
MunucrepctBe roctuiiun Poccuiickoit ®deneparuu 26 aexadpst 2014 r., peructpanuonnsiii N 35442), ¢
W3MEHEHUSMH, BHECEHHBIMM NIPUKa30M MUHHUCTEPCTBA CBA3M M MAaCCOBBIX KOMMYyHHUKanuii Poccuiickoin
@®enepannu ot 13 despans 2018 r. N 61 "O BHeceHHH W3MEHEHUU B MpHKa3 MHUHHCTEPCTBA CBS3H U
MaccoBbIX KoMMyHHKanuil Poccuiickoit ®enepanuu ot 31 wurong 2014 r. N 234 "O6 yrBepKIeHUH
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[IpaBmi oka3zaHus yciayr mo4ToBoi cBsi3u" (3apeructpupoBaH B MuHuctepcTBe rocTulMM Poccuiickoit
Odenepanun 28 mapra 2018 r., peructparuonssiii N 50545).

5.42. JIoKyMEHTBbI, HE HMEIOIIME aJpPEeCHOM YacTH, MPUHUMAIOTCA Ha OTIPABKY C
CONMPOBOAUTEIbHBIMA ~ MHUCbMaMH (32  HMCKJIIOUYEHHEM KOIMHUM  paclopsAUTENbHBIX  JIOKYMEHTOB,
HAIpPaBIIIEMbIX B M0JIBEIOMCTBEHHbIE OPraHU3ALINN ).

HempaBmwibHO ohopMIICHHBIE TOKYMEHTBHI W KOPPECIOHACHIMS HECIYy)XeOHOTO Xapakrepa K
OTIPaBKE HE IIPUHUMAIOTCS U BO3BPALLAIOTCS UCIIOIHUTEIIO.

JIOKyMEHTBI, TMOJJIekKAIIUE OTIPaBKe, IOJHKHBI 00pabaThIBAThCS W OTHPABIATHCS B JEHb HX
MOANKCAHUS ¥ PETUCTPAIK UK Ha CIeAYIOMINI pabouHii 1eHb.

5.43. Jlochlika UK 3aMEHA paHee OTIPABIEHHOTO JOKYMEHTA OCYILECTBIISETCS M0 YKa3aHUIO JIMLA,
MOJINKCABIIETO IOKYMEHT.

5.44. TlpoxoxeHne BHYTPEHHUX JOKYMEHTOB Ha dTamax MX MOJITOTOBKH U O(OPMIICHHS HOJKHO
COOTBETCTBOBATh IPOXOXKIACHUIO HCXOMISIIMX JOKYMEHTOB, a Ha JTale HCIOJHEHUS - BXOIALIUX
JIOKYMEHTOB.

5.45. IIpoeKThl pacnopsIUTeNbHBIX JOKYMEHTOB (MPUKA30B, PACTIOPSIKEHUIA), TTOJTOTOBICHHBIX IS
MTOAMKUCAHUS, TTOCIJIE TIOJITOTOBKU U COTJIACOBAHUS C 3aMHTEPECOBAHHBIMU JUIIaMU niepeatorcs B Ciryx0y
JIENIONPOU3BOICTBA JJIsl IPOBEPKH MPABUIBHOCTH UX 0POPMIICHUS.

5.46. IIpaBmiibHO OOpPMIIEHHBIE TIPUKA3bl, PACHIOPSHKEHUS MEPEAAI0TCS Ha MOJIUCH PYKOBOIUTEIIO
OpraHu3alyy WK HHOMY YIIOJITHOMOYEHHOMY UM JIMLLY.

5.47. TlonnucaHHble NpPUKAa3bl, PACIIOPSDKEHUS [0 OCHOBHOM JEATEIbHOCTU PETUCTPUPYIOTCS B
Cnyx0e nenonpousBoacTsa <20>.

<20> IlogroroBka IIPUKAa30B IO JIMYHOMY COCTaBy K IMIOAINUCAHUIO PYKOBOAUTCICM MU HX
peructpanusda OCYICCTBIAOTCA MOAPA3ACICHUEM IO YIIPABJIICHUIO IIEPCOHATIOM.

[TpuxazaM, pacopsiKEHHUSIM [0 OCHOBHOM JI€SITENbHOCTH MPUCBAaNBAIOTCS MOPSAIKOBbIE HOMepa (TI0
KaX/I0il TpyImne JOKYMEHTOB OTAEIbHO) B TMpenenax KajeHJapHoro rozaa. IllopsakoBblii Homep
JOKYMEHTa MOXET JOMOJHATHCS OYKBEHHBIM WM  IU(PPOBBIM  HHAEKCOM, O0003HAYarOIIUM
IIPUHAUIEKHOCTD JOKYMEHTA COOTBETCTBYIOLIEH I'PyIIIE JOKYMEHTOB.

CBeneHusi O pErUCTPUPYEMBIX MPHUKA3ax, pacrnopsbkeHusx BHocstcs B CDOJl winm B uHBIE
perucTpanoHHO-y4eTHbIe (POpMBI Ha OyMa)XHOM HOCHUTENE WM B DJIEKTPOHHOH (pOpMe B COOTBETCTBHUU C
nyHKTOM 5.54 [IpuMepHON HHCTPYKIUN.

5.48. IoMMHHUKY NPUKA30B (PACHOPSDKEHUI) IO MECTY UX perucTpaiuu GopMHUPYIOTCS B Jiena B
COOTBETCTBUM C HOMEHKJIATypOH JeJI OpPraHu3aluyd B COOTBETCTBMM ¢ NIyHKTOM 8.20 Ilpumepnoi
UHCTPYKIUU.
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Komuu IIPpUKAa30B, paCHOpSI)KeHI/Iﬁ PAaCChUIAOTCA UCIIOJHUTCIIAM U UHBIM 3aMHTCPCCOBAHHBIM JIMLAM
B 3HeKTp0HHOﬁ (bOpMe HWJIK Ha 6YMa}KHOM HOCHUTCJIE B COOTBETCTBHHU C YKA3aTCJICM PACCBIJIKH.

Komuu mnpukazoB, pacnopsikeHu#, pacchlUiaeMble Ha OyMa)XHOM HOCHUTENE, 3aBEepsIOTCS B
COOTBETCTBHUU C IMMyHKTOM 2.51 [IpuMepHON MHCTPYKIUH.

5.49. Ilporokosbl 3aceiaHui, COBEIIAHUN, MPOBOJAMMBIX PYKOBOJCTBOM  OpraHU3allUH,
peructpupyorcs B Ciryx0e 1e10mpon3BOCTBA HITH CEKPETaPSIMUA COOTBETCTBYIOIINX PYKOBOAUTEICH.

[IpoTtokonbsl 3acenaHuii, COBEHIAHWM, MPOBOJAUMBIX KOJJICTHAIBHBIMU  (COBEIIATEIbHBIMU)
OpraHaMy, KOMHUCCHUSIMH WJIH B CTPYKTYPHBIX TMOJAPA3JIECICHUSIX OpPraHHU3alllH, PETUCTPUPYIOTCS B
MOAPAa3ACNICHUsIX, OTBETCTBEHHBIX 3a OpraHU3alMI0 W TpoBeneHue meponpusaTus. Komum Takux
MIPOTOKOJIOB TOTOBATCS K PACCBHUIKE M PACCHUIAIOTCS CTPYKTYPHBIM MOpPa3/ieIeHHEM, OTBETCTBEHHBIM 32
OpraHU3aIMIO ¥ POBEICHUE MEPOTIPUSITHSL.

5.50. IIporokonaM IpHCBAaUMBAIOTCS IMOPSIKOBbIE HOMEpa B Ipejenax KaJeHJIApHOro roja WiId
nepro/ia paboTsl BpeMEHHON pabodeld Tpynibl (KOMUCCHH) TIO KaXKIOH IPYIIe MPOTOKOJIOB OT/IEIBHO.

[ToIMHHUKY TPOTOKOJIOB [0 MECTY UX PErucTpauuu GopMupyroTcs B Jesia 10 HOMEHKJIaType Jell
OpraHM3aly B COOTBETCTBUU ¢ IMyHKTOM 8.20 [TprMepHOI HHCTPYKLUK.

5.51. BuyrpeHHHE AOKYMEHTHl HAa HMS PYKOBOIHUTEINS JPYroro CTPYKTYpHOTO MOJpa3felieHus
peructpupytotcss B COJ| unu (mpu orcyrctBun COJl wiin OTCYTCTBUU BO3MOKHOCTH 3apErUCTPUPOBATH
BHyTpeHHUN JokymMeHT B CDJ[) perucrpupyrorcs B MOApa3AEICHUH, CO3AABIIUM JOKYMEHT.
3aperucTpupoBaHHbIM JOKYMEHT MepeaaeTcsl HEMOCPEACTBEHHO B MOJpa3ieiieHue - ajpecaT, B KOTOpOM
MTOBTOPHO HE PETUCTPUPYETCHI.

5.52. Tlpu Bxmouenun B COJl BXOIAUMX JOKYMEHTOB, MX pErucTpaluu, pacCMOTPEHUU U
ucnonHeHnu B OPK BHocsATCA cneayromye cBeIeHs 0 JOKyMeHTe <21>:

<21> VkazaHHBI cocTaB cBeneHUH, BkiIoyaemMblx B COJl mpu peructpauud U B XOne
paccMOTpPEHHS W UCTIONHEHUS BXOAAIIMX M HUCXOISIIUX JOKYMEHTOB, 00s3aTeleH Il OpraHu3alfil -
yuacTHUKOB M3 /10.

a) HaMMEHOBaHHNE OpraHu3aluu (KOPPECTIOHICHTA);

0) ampecar;,

B) HAMMEHOBaHHUE BUIA TOKYMEHTA;

T) JaTa MOCTYIHUBIIETO TOKYMEHTA,

1) PETUCTPAIIMOHHBII HOMEP MOCTYMHUBIIETO JOKYMEHTA;

e) JOJIXKHOCTD, (1)3MI/IJ'H/I$[ 1 MHUIHAJIBI JIKLA, IMOAIINCABIICTO JOKYMCHT,

)K) Aara IMOCTYIICHHUA JOKYMCHTA,
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3) BXOJSIIIUI PETUCTPAIMOHHBIA HOMED;

1) 3aroJIOBOK K TEKCTY (KpaTKoe COoAepKaHUEe TOKYMEHTA);

K) KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA;

J1) OTMETKA O MPUJIOKEHUH (KOJIMYECTBO MPUIIOKEHUH, 00111ee KOTMIECTBO JTUCTOB IPHIIOKCHHUH );

M) CBEJICHUS O CBS3aHHBIX JOKyMEHTaX (HAaMMEHOBaHWE BHJA JIOKYMEHTA, J1aTa, PETUCTPAIIMOHHBIN
HOMED, THII CBSI3H);

H) pe30IroIusl (MCIIOJIHUTEND (MCIIOIHUTEIN ), TOPYUYCHHE, TOJDKHOCTHOE JIMIIO, JaBIee MOPYyUYCHHE,
JaTa);

0) CPOK UCITOJIHEHHS IOKYMEHTA;

1) UHCKC Jielia [I0 HOMEHKIIATYpe Jed;

P) CBEICHUS O Iepeaipecalui TOKyMEHTa;
C) OTMETKa O KOHTPOJIC;

T) rpu() OrpaHUIEHUS TOCTYIA K JOKYMEHTY;
y) cBeZieHUs 00 3NIEKTPOHHOM MOMNCH;

&) pe3yabTar MPOBEPKHU AIEKTPOHHON MOAMHUCH <22>.

<22> Bxurouarotcss B COJl, eciny MOCTYNMUBIIMK JOKYMEHT TMOAMHUCAH YCHJICHHOW SJIEKTPOHHOM
MOAMMCHIO.

5.53. Ilpu Bxmouennu B COJl ucxopammx nokyMeHToB B DPK BHOcATCs cienyromue cBEIEHUS O
JOKYMEHTE:!

a) agpecar;

0) TOJDKHOCTD, (haMUJTHS ¥ MHUIIAAJIBI JIUIIA, TIOAMHUCABIIETO TOKYMEHT;
B) HAMMEHOBaHUE BUIA JOKYMEHTA;

T) 1aTa JOKyMEHTa;

1) PETUCTPALIMOHHBINA HOMEP JTOKYMEHTA,

€) 3aroJIOBOK K TeKCTY (KpaTKoe CofepKaHue TOKYMEHTA);

) CBEJICHHsI O CBSI3aHHBIX JIOKyMEHTax (HaMMEHOBAaHUE BUJA JOKYMEHTA, J1aTa, PeruCcTPalliOHHbIHN
HOMeEp, THII CBSI3H);
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3) KOJIMYECTBO JINCTOB OCHOBHOTO JJOKYMEHTA,

W) UHJIEKC JeJia IO HOMEHKJIAType Aell;

K) OTMETKA O MPHJIOKEHUH (KOJIMYECTBO MPUIIOKEHUH, 00IIIee KOJIMUECTBO JIMCTOB MPUIIOKEHUN );
1) rpud orpaHUYEHUS JOCTYyMA K IOKYMEHTY;

M) HOJIpa3/ieJICHUE - OTBETCTBEHHBIN UCIIOTHUTENb JIOKYMEHTA;

H) CBeZICHUS 00 3JIEKTPOHHOM MOITHUCH.

5.54. Ilpu Bximouennn B COJ] BHyTpeHHnX nokymeHToB B DPK BHOCSTCS cienyroniye cBeeHUus O
JTOKyMeHTe <23>:

<23> CocraB cBeqieHUl, BHOCUMBIX B COJI npu perucTpanuu BHyTPEHHUX JOKYMEHTOB, 3aBUCUT OT
BUJIa PETUCTPUPYEMOTO JIOKYMEHTA.

a) HaMMEHOBAHUE TO/IPa3/IeNICHHUs, TOATOTOBUBIIIETO MTPOEKT JOKYMEHTA;
0) HauMEHOBaHKE BHUJIA TOKYMEHTA,

B) JaTa IOKYMEHTa;

') pETUCTPALIMOHHBIN HOMEP TOKYMEHTA,

1) TOJHKHOCTD, (DaMIIIUSI U MHUITHAJIBI JIUIIA, TTOAMUCABIIETO JOKYMEHT;

€) CBE/ICHUS O CBSI3aHHBIX JOKYMEHTaX (HaMMEHOBaHHE BUJA JOKYMEHTA, aTa, PEeruCTPallMOHHBIN
HOMEp, THII CBSI3H);

) 3aroJI0BOK K TEKCTY (KpaTKoe CofiepKaHue IOKYMEHTA);

3) OTMETKA O MPHJIOKEHUH (KOJIMUECTBO MPHIIOKEHUH, O0IIee KOJIMYECTBO JUCTOB MPUIIOKECHHH ),
1) UHJIEKC JIeJ1a 10 HOMEHKIIATYpe AET;

K) yKa3aHUs 10 UCIOJIHEHUIO JOKYMEHTAa (MCIOJIHUTEINb, TOPYUYEHUE, 1aTa UCTIOTHEHUS);

J) OTMETKA O KOHTPOJIE;

M) rpuQ OrpaHUYEeHHs TOCTyNa K TOKYMEHTY;

H) Tojapa3feleHrne (JOMKHOCTHOE JIMIO) - HWCHOJNHUTENb (OTBETCTBEHHBIM HCIIOIHHUTED)
JIOKyMEHTA.

JIOTIONHUTENBHO K yKa3aHHBIM CBEICHMSIM O BXOSIINX, UCXOJAIIMX U BHYTPEHHUX JOKYMEHTaX B
OPK C3/] MoryT BHOCUTHCSI UHBIE CBE/ICHUS.
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5.55. Yder konuuecTBa JOKYMEHTOB, IIOCTYIIUBIINX, CO3JaHHBIX, OTIIPABJICHHBIX 3a ONPEAEICHHBIN
IIEepUOJl BPEMEHHU, MOXET IPOBOAUTHCS IO OpraHU3allMd B LEJIOM, MO OTICIBHBIM CTPYKTYPHBIM
[O/Ipa3JCJIEHUsAM, [0 TIpylnaM JOKYMEHTOB, KOPPECHOHJEHTaM, JEHCTBUSAM, IPOU3BEIECHHBIM C
JOKYMEHTaMH, U JPYI'HM IapaMeTpaM, HeoOXOAUMBIM JJIsl aHaiu3a paboThl ¢ JOKYMEHTaMHU B LIEJSX €€
COBEpILIEHCTBOBAHUS.

5.56. Ilpu ydere oObemMa JIOKYMEHTOOOOPOTa IMOJACYUTHIBAECTCS KOJIUYECTBO JIOKYMEHTOB
BBIICJICHHOW  TIpynmbl. YYeT KOJIMYEeCTBa JOKYMEHTOB IpoBoauTcs 1o  gaHHeIM  COJI,
PEruCTPALIMOHHO-YYETHBIX )KYPHAJIOB U KapTOTEK.

5.57. 3a enuHuIy yuyeTa KOJIMYECTBA JIOKYMEHTOB IIPUHMMAETCS E€AMHCTBEHHBIM 3K3EMIULIp
JOKyMEHTA (TTOJIMHHUK WM KOIMS, €CJIM KOMHUS - €IMHCTBEHHBIN 3K3eMIUIIp JOKyMEHTa B OpraHMu3aluy,
HarpuMep, KOIMUS MCXOMSIIET0 MuchMa) 0e3 ydeTa KOIHA, CO3[aBaeMbIX NP MeYaTH W KOIMHMPOBAHUHU
(TupaxkupoBanun). Konuu JOKyMEHTOB IpU HEOOXOMMOCTH aHAJIN3a YUUTHIBAIOTCS OTAEIBHO.

5.58. Pesymbrarel ydera oObeMa JOKYMEHTOOOOPOTAa B OpraHHM3AIMH €XKETOAHO 0000maroTcs
Cny00i enonmpou3BOJACTBA M MPENCTABISIIOTCS PYKOBOJACTBY B BHAE oTdeta 00 oObeme
JIOKYMEHTO000pOTa 3a r'o/.

VI. KoHTpOonb ucnonHeHMsa AOKYMEHTOB (NOpy4YeHun)

6.1. KoHTposnb MCHOJIHEHMSI JOKYMEHTOB (MOpY4YEHHiI) BeAeTcs B LIEISAX HUX CBOEBPEMEHHOIO U
Ka4eCTBEHHOI'O MCIIOJIHEHUS.

6.2. KoHTpOJb UCTIOJIHEHUSI TOKYMEHTOB (TTOpY4YEeHU) BEACTCS:

PYKOBOAMTENEM WM HHBIM JIOJDKHOCTHBIM JIMIIOM OpraHM3allMM - MCIIOJIHEHHS JOKYMEHTOB
(mopy4eHwuii) 1o cyIecTBy;

Cnyx00#f JenompoM3BOACTBA OpPraHM3allMd M OTBETCTBEHHBIMU 3a JEJONpPOM3BOACTBO B
CTPYKTYPHBIX HOJIpa3AeeHUsIX - CPOKOB UCIIOJHEHUS TOKYMEHTOB (TIOpyYEHUiN).

B CnyxOe nenonmpou3BojiCTBa LEHTPAIM30BAHHOMY KOHTPOJIIO TOJJIEKAT 3aperMCTPUPOBAHHBIC
JOKYMEHTBI ¢ oTMeTKOH 0 KkoHTpoJe ("KoHTposp"), mpocraBisieMoll B COOTBETCTBUU C MYHKTOM 2.54
[IpMepHOI MHCTPYKIMH, a B CTPYKTYPHBIX NOJIPA3ACIEHUAX OPTaHU3ALMU - BCE 3aPETUCTPUPOBAHHBIE
JOKYMEHTBI, TPEOYIOIINE NCIIOTHEHUSI.

6.3. PacnopsiautenbHble  JOKYMEHTBI, IPOTOKOJBI 3acelaHuil (COBELIaHMi), CojAeprKaline
MOPYYEHHUsI C KOHKPETHBIMU CPOKaMH HCIIOJHEHUS, CTAaBATCA Ha KOHTPOJIb MO KaXJAOMy HOPYYEHHUIO
OTJIEJNBHO.

6.4. KoHTpOJIb CPOKOB MCTIONHEHUS JOKYMEHTOB (ITOpYyYEHUI) BKIIOYAET B ceOsl:
MOCTAaHOBKY JIOKYMEHTOB (TIOpy4€HUil) Ha KOHTPOJIb;
IIPOBEPKY CBOEBPEMEHHOCTH JI0OBEJICHUS IOKYMEHTOB (MIOPYUYEHHIT) 10 UCIIOTHUTEIEH;

IpeBapUTENbHYIO IPOBEPKY U PETYIUPOBAHHE X0/1a UCTIOIHEHUS JOKYMEHTOB (TIOpyUYeHHi);
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CHSITUE C KOHTPOJIS IOKYMEHTOB (MIOPYUYEHUI);
yueT, 0000111eHNe U aHAJIN3 Pe3y/bTaTOB X0/a UCIIOJIHEHUS JOKYMEHTOB (IIOpY4YEHUi);

UH(POPMHUPOBAHUE PYKOBOJUTEICH O XOJ€ WCHOJIHEHHUS JTOKYMEHTOB (NMOPYYEHUN) U COCTOSIHUU
UCIIOJIHUTENIBCKON JUCIUIIIINHBI.

6.5. Cpoky UCIIOJTHEHMSI TOKYMEHTOB (MIOPYYEHMI ) UCUUCIISIOTCS B KaJ€HIAPHBIX THSX.

Ecnu nmocnennuil neHb CpoKa HCIOJNHEHUS NOKyMEHTa (IOpydYeHHUs) MPUXOAUTCS Ha Hepabouuid
JICHb, TO JIOKYMEHT MOJJIC)KUT UCTIOTHEHHIO B OMVDKAUIINI CIIEAYIONINI 32 HUM pabo4Hii ICHb.

Jata wucnonmHeHuss JokymeHTa (mopydenus) Qukcupyercs B OPK C3J] wunm  uHoi
PETUCTPAIIMOHHO-YIETHOW (opMe, HCIIONIB3yeMOH JJIsi OTCICKUBAHUS CPOKOB HCIIOJIHCHHS JTOKYMEHTA

(mopy4eHwus).

CpokH HCTOJHEHUS JOKYMEHTOB (MOpYYEHUM) YCTAaHABIMBAIOTCS PYKOBOJIUTEIEM, HCXOIs U3
CpOKa, YCTAHOBJIGHHOI'O OpraHM3alyei, HarpaBUBIIEH JJOKYMEHT, WM CpPOKOB, YCTaHOBJIEHHBIX
3aKoHoarenscTBOM Pocculickon denepanuu.

6.6. JlokyMeHTHI (IOpy4eHUs ) MOJyIe’kKaT UCIIOTHEHUIO B CIEIYIOIIUE CPOKHU:
C KOHKPETHOM JaTOW HCIIOJIHEHUS - B YKa3aHHBIN CPOK;

0e3 yka3aHHs KOHKPETHOM JaThl MCHOJHEHUs, UMEIOILUE B TEKCTE NMOMETKY "BechbMa CpOYHO" - B
TEYEeHHUE OJJHOTO JHA, "cpouyHO" - B 3-ITHEBHBIN CpOK; "onepaTuBHO" - B 10-1HEBHBIN CPOK; OCTAIBHEIC - B
cpok He 6onee 30 nHei;

10 apJIaMEHTCKUM 3alpocaM - He MO37Hee YeM uepe3 15 qHel co AHA NOIydeHus;

no 3ampocam uineHoB CoBera ®Deneparuu, nenyratoB ['ocymapcTBeHHOM JlyMbl (AemyTaTcKOMY
3ampocy) He nmo3aHee yem uepes 30 Hel co THS MOTydeHHUs.

M0 MEXBEIOMCTBEHHBIM 3alpocaM O MPEJCTaBICHUH JOKYMEHTOB M (MJIK) WH(OpPMALUU B HENSIX
MPEAOCTABIICHUS] TOCYAApPCTBEHHBIX M MYHHUIIMIAIBHBIX YCIAyr - 5 pabouumx OHEW CO JHS TMOJyYeHUS
3ampoca, eclii 3aKoHoAaTesbcTBOM Poccuiickoit denepaniiy He yCTaHOBIIEH UHOM CPOK;

1o obpanieHusiM rpaxaas - 30 1Hel co JHS perucTpanuu.

6.7. IlpnocTaHOBUTH UCIOJIHEHHE KOHTPOJIBHOIO JOKYMEHTA (MOPYYEHHs), a TAKKE OTMEHUTH €ro
MOKET PYKOBOJUTENb, MOANUCABIINHN JOKYMEHT WU IaBIIUI MOpydeHHe (yKa3aHue).

6.8. B 1ensix CBOEBPEMEHHOI'O HCIIOJIHEHUS TOKyMEHTOB, NNOPY4YEHHUN (yKa3aHMii), TOCTABJIEHHBIX
Ha KOHTPOJIb, paboTHUK Ciy>KObI J€JI0NPOU3BOJCTBA, OTBETCTBEHHBIN 3a BEI€HNE KOHTPOJISI HCIIOTHEHUS
JOKYMEHTOB, IIPOBEPSIET CBOEBPEMEHHOCTD JJOBEIEHUS JOKYMEHTA (ITOPYYEHHUs) 10 UCTIOTHUTES.

6.9. Ecnu cpok WHCHONHEHUs JOKyMEHTa (TMOpYy4YeHMs]) NpPEBbIIIAeT OJUH MecAll, B LENIX
o0ecreyeHrs: CBOEBPEMEHHOTO MCIIOJHEHHs JOKyMEHTa (IOpYydYeHHs) MPOBOJUTCS TPEIBAPUTEIbHBIN
KOHTPOJIb W HAINOMHMHAHUS HCIHOJHUTENIAM O TMPUOJMKEHUH CPOKOB HCIOJHEHHUS JIOKYMEHTOB
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(mopyuenuit).
6.10. IIpeaBapuTenbHbIN KOHTPOJIb OCYIIECTBIISIETCS B CIICIYIOIIEM MTOPSIKE:
JIOKYMEHTOB (MIOPYUYEHUI ) MOCIEAYIOLIUX JIET - HE PEKE OJHOTO pasa B TOJ;
JIOKYMEHTOB (IIOPY4EHHUIT) TOCTEAYIONINX MECSIEB TEKYILEro rojia - He peKe OJJHOT0 pa3a B MECHII;
JIOKYMEHTOB (IIOpPY4YEHUIT) TEKYILIEro Mecsla - 3a 5 AHEeH JJO UCTEUEHHUs CPOKA UCIIOJIHEHUSI.

6.11. HamomuHaHue WCHOJHUTENSIM O MNPHOIMKEHHH CPOKOB HCIIOJHEHUS JOKYMEHTOB
(mopy4eHHil) MOKET OCYIIECTBIATHCS B aBTOMAaTHYECKOM pexxumMe rocpeactsom CO/L.

HanomuHaHus MCHIOMHUTENSIM, a Takke MH(popMalnus 00 UCHOIHEHUH JOKYMEHTOB (IOpydYeHHil),
MoJydeHHass OT ucnojHuTened, ¢ukcupyorcs B DPK CDJ] wim MHBIX perucTparmoHHO-yYETHBIX
(bopmax, UCIIOJIb3YEMBbIX JJIs1 KOHTPOJIS UCTIOJHEHUS IOKYMEHTOB (TIOpyUYeHUi).

6.12. Ilpu HeoOXOoOUMOCTH H3MEHEHMsSI CpOKa HCIIOJIHEHHS JIOKyMEHTa (IIOpy4eHUs)
OTBETCTBCHHBI HCIOJIHUTENb O00s3aH MPEJCTaBUTh HAa WM PYKOBOIUTENS, MAaBIIETO IOpPYYCHUE,
o0ocHOBaHUE (CITY)KEOHYIO 3alHCKy) O TPOJJICHHWH CPOKa C YKa3aHWEeM NPHYWH TPOJICHUS W JaThl
UCTIOJTHEHUSI.

O06ocHOBaHME MPOAJIEHHUS] CPOKA MCIOJHEHUS JOKYMEHTA (IIOPYYEHHUs) JOKHO OBITh HApaBJIECHO
COOTBETCTBYIOLIIEMY PYKOBOJUTEIIO HE MO3]HEE, YeM 10 UCTEUEHHUM JIBYX TPETbUX CPOKa UCIIOIHEHUS
JOKYMEHTA (TIOpY4YEeHHUS).

O0 wu3MEHEeHHH CpoKa WCIOJIHEHHUsS] JOKyMEHTa (TOpy4YeHHUs])) OTBETCTBEHHBIM HCIOIHUTEND
undopmupyet Ciyx0y AeI0mpon3BOACTBA <24>,

<24> AHanoru4yHbIM 00pa3oM MOryT OBbITh BHECEHbl H3MEHEHMsS B COCTaB MCIIOJIHUTENEH
JOKyMeHTa (MopyueHust) ¢ 00s13aTeabHbIM HH(popMupoBanueM CiyxObl 1eI0NPOU3BO/ICTBA.

6.13. JlokyMeHT (HOpy4€HHE) CUUTACTCS WCHOJHEHHBIM, €CIM TPHUHATHl pELIeHUs 10
[IOCTABJIEHHBIM BOIIPOCaM, MOJTOTOBJIEHBI COOTBETCTBYIOLUE JIOKYMEHTHI, HalpaBiieHa clpaBKa 00
UCIIOJIHEHUU B COOTBETCTBYIOLIME OpraHbl BJIACTH (OpPraHu3alliy) WM JaH OTBET IO CYLIECTBY
3aMHTEPECOBAHHBIM JIUIAM.

Pemienne 00 wucmonHeHMM JOKyMeHTa (TOpYyYeHUs) MPUHUMAEeT PYKOBOJIUTENb, MOCTABUBIIHUIMA
JOKYMEHT (IIOpy4eHHe) Ha KOHTPOJIb, C 00s13aTesIbHBIM UH(pOopMHpoBaHueM Ciyk0bl AeTONpON3BOACTBA
OpraHM3alMH.

Ha wucrmonHeHHOM MOKYMEHTE IPOCTABISIETCS OTMETKAa O HAMpaBIICHWH JIOKYMEHTa B [0 B
COOTBETCTBUHM C MyHKTOM 2.55 IlpuMmepHOWl WHCTPYKIMH, CBEIEHUS OO0 HUCHOIHEHUH JIOKyMEHTa
(mopyuennsi) BHocsiTcss B OPK COJl mnm MHYIO pernucTpaliioHHO-yUETHYIO (OpMY, UCIIONB3YEMYIO IS
KOHTPOJISL UCTIOTHEHUSI.

6.14. JIokyMeHTHI (HIOpy4Y€HUs), HE CHATHIE C KOHTPOJIS, a TakKe TOKYMEHTHI (TIOpY4YEHHsI), CPOK
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HCIIOJIHCHUS KOTOPBIX HC MPOAJICH, CHUTAOTCA HCUCITOJIHCHHBIMU.

6.15. Cnyx6a Aenonpou3BOACTBA OpraHU3allUd aHAJIU3UPYET COCTOSIHUE U Pe3yibTaThbl
WCIIOJTHEHUS JOKYMEHTOB (ITOPYYEHUM) U COCTOSTHUE UCIIOTHUTEIIbCKOW TMCIUTLITAHBI:

B IOPSAJIKE IPEIBAPUTEILHOTO KOHTPOJIS HAIPABIsET B CTPYKTYPHBIE MMOJpa3IesIEHUs] OpraHUu3aliu
HAallOMMHAHHUA O IOKYMEHTAX, CPOKU UCIIOJHEHMSI KOTOPBIX UCTEKAIOT (3a 3 - 5 AHEH 10 OKOHYAaHUS CpOKa
UCIIOJIHEHUS IOKYMEHTA);

pa3 B Mecsll U 10 OKOHYaHHUU roJla PYKOBOJUTEI0 OpraHU3allMi U PYKOBOJUTENSM CTPYKTYPHBIX
[OJIpa3/ielIeHuil HalpaBisieT OTYEThI O KOJIMYECTBE JIOKYMEHTOB, HCIIOJIHEHHBIX B CPOK, UCIIOJIHEHHBIX C
IIPOJUIEHUEM CpPOKa UCIOJIHEHMsI, HE MCIIOJHEHHBIX, HAXOASIIUXCS Ha HCIIOJIHEHUHU MO OpraHu3aluH B
LIEJIOM, IO CTPYKTYPHBIM OJIPa3/I€JCHUSAM U, IPU HEOOXOIUMOCTH, - TI0 OTAEIbHBIM HCIIOJHUTEISM.

VII. OpraHnsaumsa paboTbl MICNONHUTENA C AOKYMEeHTaMun

7.1. WcnonHuTenp MOMydYaeT JOKYMEHTHI Ha HCIIOJIHEHHE B JIEHb MX pPAacCMOTPEHHUS MM Ha
clenyomuil pabounii 1eHb B COOTBETCTBUU C PE30JIOLUIMU PYKOBOICTBA OPraHU3aLUU U PYKOBOAUTENS
nojpasnenenus. CpouHble JOKYMEHThI IIEpeIatoTCsl UCIIOIHUTEII0 He3aMeUIUTENIBHO.

7.2. JIOKyMEHTBI, TOCTYIAIOIIKE B CTPYKTYPHOE IOJPA3/ICICHUE C PE3OJIOIUSIMH PYKOBOJCTBA,
nepeialoTCcs PYKOBOJMTEINIO MMOApa3faeiicHus. Eciau JTOKYMEHT, MOCTYMHMBIIMHA Ha HCIOJHEHHUE B
M0JIpa3ieiIecHue, He UMECT OTHOIICHHUS K KOMIICTCHIIUH MTO/Ipa3ACCHUS, PYKOBOIUTEIb MOIPa3ICICHUS B
TOT € JIeHb WM Ha CIeAyIoluii pabouunii neHb Bo3BpamiaeT ero B Ciry)kOy AeIONpOU3BOJICTBA IS
pelieHusl BOMpOca O TIepEHANpaBICHHH €ro Ha HCIOJHEHHE B JPyroe mojpasfeicHue (Ipyromy
HCIIOTHUTEITIO ).

7.3. UcnonHeHune 10KyMEHTa Mpe1ycMaTpuBaeT:

cOop 1 aHanM3 HeoOXOAUMOM HH(pOpMaIHH;

HOATOTOBKY NMPOEKTa JOKYMEHTa U €ro 0(OpMIICHHE;
COIJIACOBAHUE MPOEKTA JOKYMEHTA ¢ 3aMHTEPECOBAHHBIMU JIUIAMU;

JIOpabOTKy MPOEKTa JOKyMEHTa IO 3aMEUaHUsIM, TMOJTYYEHHBIM B XOJE COTJIACOBAaHWUS W, TPHU
HE0OXOIMMOCTH, - IOBTOPHOE COTIIACOBAHNUE);

MOATOTOBKY CIHUCKa (yKaszaTels) pacChUIKM JOKYMEHTa, €CIH JOKYMEHT aJpecOBaH TPYIIe
OpraHM3alMiL;

IpeJICTaBICHHUE MTPOEKTa JOKYMEHTA Ha MOANUCH (YTBEPK/IEHNE) PYKOBOJICTBY;

MMOATOTOBKY JOKYMCHTA K OTIPABKC U NIEpCAady KOIINU JOKYMCHTA B €10 <25>,

<25> Brmonnsercs Ciy>x00i AeI0MpOnu3BOICTBA.
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7.4. HpI/I HaIrpaBJICHUU AOOKYMCHTA HCCKOJIbKMM HCIIOJHUTCIAM OTBCTCTBCHHBIM 3a IOATOTOBKY
IIPOCKTa AJOKYMCHTaA SABJIACTCA HCIIOJIHHUTCIIb, y1(a3aHHI)II71 B PE30JIIOIMH IICPBBIM HIIN 0003HaYeHHELIH B
PE30JIFOHNU KaK OTBETCTBEHHBIN MCIIOJTHUTEIb.

7.5. OTBETCTBEHHBIM HMCHOJHUTEIb MMEET MPABO JaBaTh MOPYYEHHUs OCTAJIBHBIM HCIOIHUTEISM,
POBOJUTH pabouue COBEIIAaHMs Uil BHIPAOOTKH COBMECTHOTO pemieHus. Bce MCHIONHUTENM B paBHOM
CTEIIEHU OTBETCTBEHHBI 34 CBOCBPEMEHHOE M KAYECTBEHHOE HCIIOJHEHUE NOPYYECHUS U MPEACTABICHUE
OTBETCTBEHHOMY HCIIOJIHUTENIO B YCTAaHOBJICHHBIE UM CPOKHM HEOOXOAMMBIX MaTepHasioB (IIPOEKTOB
JOKYMEHTOB, CIIpaBOK). VIcrmonHWTEeNTM HE HMEIT TMpaBa IMPEACTaBIATh IPOEKThl JTOKYMEHTOB
PYKOBOAMTEIIIO, TaBIIEMY IIOPYYECHHUE, MUHYSI OTBETCTBEHHOI'O UCIIOJHUTEIIA.

7.6. B ciiydae oTCYTCTBHS UCIIOJHUTENS (KOMaHIUPOBKA, OTIIYCK, 00JI€3Hb) IOKYMEHT 110 YKa3aHUIO
PYKOBOIUTENS TOAPA3IACICHUS NMEPEAAeTCs] IPYroOMY HCIOIHHUTETIO ¢ 00sS3aTeIbHBIM COOOIIEHHUEM €ro
(bamMuIuK 1e10NpOU3BOIUTENIO OApasiesieHus 11 BHeceHus usmeHenuit B OPK nokymenTa B COJ1 unu
MHYIO PETHUCTPAIIMOHHO-YIYETHYIO (hopMmy.

7.7. Tlpu yBOJIBHEHHMH WM TEPEXoJie Ha JPYrol ydyacTOK paboOThl COTPYAHUK O0s3aH CHATh
JOKYMEHTBl M Ji€Jla PYKOBOAMTENIO IOAPA3JEIECHUs WM IO €ro yKa3aHUWI0 BHOBb Ha3HAYEHHOMY
COTPYIHUKY (B ciiydyae HEOOXOJUMOCTH, - 110 aKTy MpUeMa-Iepead, B KOTOPOM YKa3bIBAIOTCS BUJIBI €I
(3aroJI0BKH J1€J1) M MX KOJIMYECTBO U KOTOPBIN MOANUCHIBACTCS paOOTHUKOM, NIEPEJABLUIMM JOKYMEHTHI, U
pabOTHUKOM, IPUHSBIINM JOKYMEHTHI).

7.8. Pe3ynbTaTOM UCHOJHEHHUS JOKYMEHTa SBJISETCS NPOEKT JOKYMEHTA, IOATrOTOBIECHHBIN
VCIIOJTHUTEIIEM.

[TpoekT nOoKyMeHTa cO BCEMH HEOOXOJMMBIMH NMPUIIOKEHUSIMH, HalledaTaHHBIH U 0(pOpPMIIEHHBIN B
COOTBETCTBUM C IIPABWJIAMH, YCTAaHOBJIEHHBIMU B paszzaene 3 IlpuMepHON MHCTPYKIUH, HCIIOJIHUTENb
COTJIACOBBIBAET C 3aMHTEPECOBAHHBIMU MOJPA3ACICHUSIMHU U JTUL[AMH U, IPU HEOOXOAUMOCTH, C APYTUMU
OpraHu3aLUsAMU.

JIOKyMEeHTBI, TMpelHa3HaueHHble JUIsl OTHpPaBKH, OQOPMIIIOTCS Ha OJaHKe OpraHu3aliu
YCTaHOBJICHHON (opMmbl. [l OTHpaBKHM JOKYMEHTOB, HE HMMEIOIIMX aJpECHON YacTH, COCTaBJsAeTCS
COIIPOBOJUTEINIBHOE IACHEMO.

Ha AOKYMCHT, paccmnaeMHﬁ Oolee ueM B YCThIpEC aapeca, HCIIOJIIHUTCIIb TOTOBUT CIIMCOK
PAaCCBUIKH, OIPCACIIACT KOJIMYCCTBO OJOK3CMINIAPOB IOOKYMCHTA M IIOCJIC PErucTpaiuvun o0ecIeynBacT
HU3TOTOBJICHHUC HCO6XO,I[I/IMOI‘O KOJIHUYECTBA KOIMH.

7.9. Ucnonuurtenb (OTBETCTBEHHBIH HCIOJHUTENb) OPraHU3yeT COrjacoBaHHE (BU3UPOBAHHE)
MPOEKTa JIOKYMEHTa CO BCEMH 3aMHTEPECOBAHHBIMM JIMIIAMH M IPOBOJIUT JOPAaOOTKY MpOEKTa II0
3aMe4yaHHusIM B COOTBETCTBHHM ¢ IMyHKTamu 4.1 - 4.11 [TpumepHOI HHCTPYKLIUH.

[Tpy Hamuuuu OONBLIOrO KOJMYECTBA 3aMEUYaHHWM /0 NpPEICTaBICHUS JO0pabOTaHHOTO MPOEKTa
JOKYMEHTa Ha MOJANUCHh PYKOBOJUTENIO UCHOJHUTENb FOTOBUT CBOJAKY 3aMedaHui (IpelsIoKeHUil), B
KOTOPOHM YKa3bIBAETCs: COJIEpKaHUE 3aMe4yaHUs (TPeIOKEHNUs), JOIDKHOCTD, (aMUIIUs JIMLA, JaBIIETO
3aMevaHue, MPUHATO WIM OTKIOHEHO 3aMeuyaHue (€CiIH 3aMedaHue OTKJIOHEHO, - IPUYUHY OTKJIOHEHHUS).

7.10. Tlocne pnopa®OTKM M TOBTOPHOTO BH3MPOBAaHUS (COIJIacOBaHMs) IPOEKT JOKyMEHTa
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nepenaeTcsl Ha noanucaHue (yreepxzaeHue). o mpeacraBieHus Ha MOANKUCH UCIOJHUTENb IPOBEPSIET
IIPaBUIBHOCTh OQOPMIICHHS JOKYMEHTA, IPaBUIILHOCTh O(hOpMIIEHHUS ajipecaTa, HaIn4ue HEOOXOAUMBIX
BU3, IPWIOXKEHUH, IpPU HEOOXOAUMOCTU - CIIPaBOK, IOSICHUTEIbHBIX 3alMCOK, pPa3bICHSIOLIUX
coJiep>KaHue MOATOTOBJIEHHBIX JOKYMEHTOB, JIHCTa (yKa3aTells) pacChUIKH.

7.11. TloanucaHHBI AOKYMEHT HCIHOJHUTENIb B COOTBETCTBUU C IOPSIKOM, YCTaHOBJICHHBIM
MHIUBUAYAIBHON MHCTPYKLHUEH M0 JEJIONPOU3BOJICTBY, MepeaaeT A perucTpalud U OTHPaBKH W/UIH
BKJIIOUEHUS B JEJI0.

B cooTBercTBHU C HOMCHKJ’I&TypOfI ACT UCIIOJIHUTEIID OIPEACIIACT HHACKC ACJ1a, B KOTOPOE NJOJI2KCH
OBITh BKJIFOUYCH AOKYMCHT.

7.12. B xone MCHOJHEHUS JNOKYMEHTAa HCIOJHUTENIb MMEET NPaBO Npeajararb M3MEHEHHE CpOKa
UCIIOJIHEHUS, €CIU OTCYTCTBYIOT pe€ajlbHble YCJIOBMSI HCIIOJIHEHUS JOKyMEHTa (IOpyueHus), Nenarhb
IIOMETKHU Ha JIOKyMEHTE O BPEMEHH €ro MOCTYIICHHs], O 1aTaX MIPOMEKYTOUHOTO KOHTPOJIS, TeIePOHHBIX
Y IIACBMEHHBIX 3aIlIpOcax, O 1aTe U Pe3yJIbTaTe OKOHYATEIIBHOTO UCIIOJIHECHHUS.

7.13. UcnionmHUTEIb HE UMEET IIpaBa pa3riiamaTrb COACPIKAHUC IMOCTYIMUBIINX K HEMY JOKYMCHTOB U
IMOATOTOBJICHHBIX ITPOCKTOB CJIY)K€6HI)IX AOKYMCHTOB, C HUMH MOTYT OBITH 03HAKOMJICHEI TOJIBKO Ju1a,
HMCIOIIIUMEC OTHOICHHUEC K MX MCIIOJTHCHUIO.

Vill. ®dopmupoBaHue AOKyMeHTanbHoro ooHaa opraHusaumm

8.1. OHepaTI/IBHOG XpaHCHUC NJOKYMCHTOB OpraHU3alvun OO0 IICPpEaAavu UX Ha XpaHCHHUC B apXUB HUJIN
YHHUYTOKCHHUEC OCYIICCTBIIACTCA B CTPYKTYPHBIX IMMOAPA3ACIICHHUAX OpTraHrU3allu.

8.2. B memax XpaHeHMs, NOWCKAa W HCHOJb30BAHUS JOKYMEHThl Ha OyMaXHOM HOCHUTENE U
AJEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS B JIeJia B COOTBETCTBUU C HOMEHKJIATYpOU Jell.

HOMeHKﬂaTypa ACJI 3aKPCIIIACT KJ'IaCCI/I(I)I/IKaI_[I/II-O (prnHI/IpOBKY) HCIIOJIHCHHBIX JOKYMCHTOB B JCJia
(BJ'IGKTpOHHI)IG z[ena), CUCTCMATU3AIUI0 U UHACKCAIUIO ACTI, CPOKU UX XPAaHCHHUA U ABJIACTCA OCHOBHBIM
YYCTHBIM JOKYMCHTOM.

HOMGHKJ'IaTypa JCIT ABJISACTCA OCHOBOM JJI1 COCTaBJICHUSA ormceit ACJT TOCTOAHHOI'0, BPEMCHHBIX
(CBLIH_IC 10 J'IeT) CPOKOB XpaHCHUA U 110 JIMYHOMY COCTAaBy, AKTOB O BBIACIICHHU K YHHUYTOXCHUIO
AOKYMCHTOB C HCTCKIIMMHU CPOKaMMW XPaHCHHA, a TAKXE A yd€Ta ACJT BPCMCHHBIX ()10 10 ner
BKJ'IIOLII/ITCJ'ILHO) CPOKOB XpaHCHMUA.

8.3. HoMmeHknarypa fen OpraHu3alii COCTaBIIAETCS HA OCHOBE M3YYEHHS COCTaBa M COAEPIKaHUS
JOKYMEHTOB, 00pa3yloIuXcs B JAEATEIbHOCTH OpPraHU3alliH, BKIIOYAs JOKYMEHTHI, MOCTYIAIOUINE W3
JOPYTUX OpraHu3alui.

8.4. HpI/I COCTAaBJICHUU HOMCHKIIATYPLI AC CIICAYCT PYKOBOACTBOBATHLCA YCTAaBOM OpTraHH3AllUH,
IMOJIOKCHUAMU O CTPYKTYPHBIX MMOAPA3ACICHHUAX, HITATHBIM pacluCaHuEM, IIJIaHaMKW W OTUYCTAMH O
pa60Te OopraHu3anuvu, HOMCHKHaTypOﬁ A€ 3a HpOI_HCI[I_HI/Iﬁ roAd, JIOKaJbHBIMU HOPMATUBHBIMHU AKTaAMU
opranusanuvu, COACpKAIMMUMH CBECACHHA O JOKYMCHTAX, 06p33y}0H_[I/IXC$I B JCATCIBHOCTHU OpraHu3alvu,
TUIIOBBIMU W NIPHUMCEPHBIMHW HOMCHKIIATYpaMHu OCJI (HpI/I ux Ha.HI/I‘II/II/I), BCAOMCTBCHHBIMHM M THUIIOBBIMH
NEPCUYHAMU JOKYMECHTOB C YKa3aHHEM CPOKOB UX XPAHCHUA.
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8.5. B HOMeHKIaTypy J1e BKIIOYAIOTCS BCE JOKYMEHTBI, OTPAXKAIONINE NEATeIHbHOCTh CTPYKTYPHBIX
MOJIPa3/ICIICHUI OpraHn3aIliK ¥ TIOCTOSIHHO MJTM BPEMEHHO JICHCTBYIOIIMX OPraHOB (KOMHCCHI, COBETOB,
KOMHUTETOB), B TOM YHCJI€ JJOKYMEHTBI OTPAaHUYCHHOTO JOCTYIA, PErUCTPAIIMOHHBIC U YUETHBIC JKYPHAIIBI
U KapTOTEKH, B HEOOXOAMMBIX CIy4asx - KOIUHU JOKYMEHTOB <26>. JIOKYMEHTBI, CO3JaHHBIC B
ANEKTPOHHOU (opMe, BKIIOYAIOTCS B HOMEHKIATYPY JeJ MO TeM K€ MpaBHJIaM, YTO U JIOKYMEHTHI Ha
OyMa)KHOM HOCHTEIIE.

<26> Komuu AOKYMEHTOB BKJIIOYAIOTCS B HOMEHKJIATYpY Je€J, €CIM KOMWS - €AMHCTBEHHBIN
SK3EMIUISIp JIOKYMEHTa B OpraHu3allM, a TakXKe, €CJId KOIMUM HEeOOXOAMMBI JUIsl OpraHu3aluu
JEeSITeNbHOCTH MO/Ipa3/IelICHU.

He BkmrouaroTcs B HOMCHKIJIATYpYy ACJI NCPUOJUICCKHUC U3TAHU, KHUT'H, 6pOH_IIOpBI.

8.6. Homenknarypa men opranu3anuu (cBogHasi) cocraisercss Ciaykx00i Jelonmpon3BOJICTBA HA
OCHOBAaHUU HOMEHKJIATYp el CTPYKTYpPHBIX MoApasieieHuii mo ¢opme, yctaHoBieHHou [IpaBuiamu
XpaHEHUs, KOMIUJIEKTOBaHMsI, ydeTa W MCIIOJIIb30BAHUS JOKYMEHTOB ApxuBHOro Qonaa Poccuiickoit
Qdenepanii U APYTUX apXUBHBIX JOKYMEHTOB B OpraHax rOCyJapCTBEHHOW BJIACTH, OpPraHax MECTHOTO
caMOyTIpaBJieHus, opranuzanusax <27> (nanee - [IpaBuia xpaHeHus).

<27> Ilpunoxenune N 25 k [lpaBwiaMm XpaHeHMs, KOMIUIEKTOBAaHUS, ydeTa W MCIIOJIb30BAHMS
JIOKyMEeHTOB ApxuBHoro ¢onna Poccuiickoit @enepanuu U Ipyrux apXuMBHBIX JOKYMEHTOB B OpraHax
rOoCy/lapCTBEHHOM BJIaCTH, OpraHaXx MECTHOTO CaMOYIpaBICHUS, OpraHu3alusix, YTBEP)KJIECHHBIM
npuka3oM MuHHcTepcTBa KynbTypsl Poccuiickoit deaepanun ot 31.03.2015 N 526 (3apeructpupoBaH B
MunuctepctBe roctuiun Poccuiickoit @enepanun 7 centsiops 2015 r., peructpanuonnbii N 38830)
(nanee - [IpaBuia xpaHeHus).

CBoJHas HOMEHKJIATypa JI€] COCTAaBIISIETCA B ITOCJIEJHEM KBapTalle TEKYILEro rojja Ha MPeACTOSIINN
KQJICHJIapHBIN TOJI.

8.7. HomeHnknarypa Jen  OpraHu3aluM  MOANHUCHIBaeTcsl  pykoBoauteneM  CiykObl
JIEJIONPOU3BOJICTBA, BHU3UPYETCSl PYKOBOJIUTENEM apXuBa (JIMIIOM, OTBETCTBEHHBIM 3a apXuB),
COIJIACOBBIBAETCS C IIEHTPAJIBHOM SKCIEPTHOW KOMHUCCHEW (PKCHEpTHOW KOMHUCCHEN) OpraHu3aluu H,
€CJIM OpraHu3alMs SABJISIETCS MCTOYHMKOM KOMILUIEKTOBAHMS TOCYAAPCTBEHHOTO WM MYHHUIUIIAJIBHOTO
apXMBa, OJIUH pa3 B 5 JIET IIPEACTABIICTCS Ha COTJIaCOBAaHUE COOTBETCTBYIOLIEH IKCIIEPTHO-TIPOBEPOYHON
KOMHUCCHHM YIIOJJHOMOYEHHOI'O0 OpraHa HCIIOJIHUTENbHON BiacTu cyobekta Poccuiickoit denepauuu B
obmactu apxuBHoro gena (manmee - OIIK apXMBHOro yupexaAeHHs) WM TOCYJapCTBEHHOTO
(MyHUIIMTIAIBHOTO) apXuBa B COOTBETCTBMM C MPEJOCTABICHHBIMU €My MOJHOMOYMSIMH B MOPSIKE,
ycTraHoBiIeHHOM [IpaBunamu xpanenus <28>.

<28> Ilynkr 4.8. IIpaBun xpaHeHusl.

HOMCHKJ'IaTypa A€, CcorjlaCcoBaHHas OIIK APXUBHOI'0 YUPCKACHHUA HIIN TOCYAapCTBCHHBIM
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(MyHI/II_II/IHaHBHBIM) APXUBOM B COOTBCTCTBHU C IMMPCAOCTABJICHHBIMU €MY IMOJIHOMOYHAMU, YTBCPIKAACTCA
PYKOBOJUTEIIEM OpTraHHU3alliid U BBOAUTCA B HeﬁCTBHe c1l-ro SAHBaps MPEACTOALICTO KaJICHAApHOT'O roaa.

Opranuzanuu, B ACSITEILHOCTA KOTOPBIX HE CO3JIAIOTCS JOKYMEHTHI ApXuBHOTO oHaa Poccuiickoit
denepannn, yTBEpKIat0T HOMEHKIATYPY J€J1 CAMOCTOSTEIBHO.

B cnydae m3MeHeHHMS (QYHKIHA W CTPYKTYpPHl OpPraHU3alUd HOMEHKJIATYypa e COCTaBIISICTCS,
COIJIACOBBIBACTCA U YTBEPKAAECTCS 3aHOBO.

8.8. CormnacoBanHas ¢ coorBercTBytome OIIK apxXxuBHOro yupexaeHHs WU IOCyIapCTBEHHBIM
(MyHUIIMIIATBHBIM) aQPXUBOM B COOTBETCTBHU C NPEIOCTABICHHBIMU €My ITOJTHOMOYHMSIMHU HOMEHKJIATypa
ACI B KOHIOC KaXAOIro roaa YTOYHACTCA, MCPCICUYAThIBACTCA, YTBCPIKAACTCA PYKOBOJAUTCICM
OpraHM3alH U BBOAUTCS B IeHCTBUE ¢ | STHBAaps MPEACTOSAIIEr0 KaJlCHAPHOTO To/a.

8.9. IlepBbIil SK3EeMILISIP YTBEPKICHHOW HOMEHKJIATYPHI JEI SIBISETCS JOKYMEHTOM MOCTOSIHHOTO
XpaHEHUsT U BKJIIOYAETCSs B HOMEHKIATypy naen B pasfen CiayxObl Jelonpou3BOJCTBA, BTOPOU -
ucnosb3yercst Ciyx00i 1€I0Npou3BOACTBA B KauecTBE pabOUero 3K3eMIUISIpa, TPETHM - Mepenaercs B
apXMB OpraHU3allMM B KayeCTBE YYETHOrO JOKYMEHTA, 3JIEKTPOHHAs KONHUS HOMEHKIATYpPbI JIeJ
OpraHM3alfi, YTBEPKIACHHOM PYKOBOJAUTEIEM OpraHu3alyy, I[EepelaeTcss B TOCYIAPCTBEHHbIN
(MyHUIIUTIAIBHBIN ) apXUB, UCTOYHUKOM KOMILIEKTOBaHHS KOTOPOTO SIBISIETCS] OpraHU3aIusl.

B nonpaznenenus opraHuzauuyd HOMEHKJIaTypa Jen pacceuiaercs: Ciiyk00il 1e0npou3BojCTBa B
BU/IE KOTIHI COOTBETCTBYIOIIMX Pa3AeOoB HA OyMa)KHOM HOCHUTEIE WM B DJIEKTPOHHOH opMe.

8.10. Homenknarypa paen opraHu3aldd CTPOUTCS IO CTPYKTYpPHOM (Ha3BaHMSIMM Da3/elioB
(mozpa3aenoB) HOMEHKIIATYPBI JIeNT SIBJISIOTCS Ha3BaHUS CTPYKTYPHBIX MOJIPa3/ieeHuH, pacioloKeHHbIe
B COOTBETCTBUM C YTBEPKJIEHHOM CTPYKTYpOoH OpraHu3anu), Wi (QYHKIMOHAIBHOH cXeMaM
(Ha3BaHUSAMU PaA3/I€I0B HOMEHKIIATYPHI €T SIBJISIFOTCS HAIPABJICHMS IEATEIBHOCTH OPraHU3alnn).

8.11. Homenkmatypa ei CTpYKTYpHOTO TOJPa3ACIeHNs COCTABISIETCS B KaXKJOM IOJIpa3/IeICHUN
OpraHm3aiuy paOOTHUKOM, OTBETCTBEHHBIM 3a JEJIOMPOU3BOJCTBO TMOIpPA3CICHHs, NpU Y4acTUU
BEAYIINX CIICUAIMCTOB MOJPA3/IEICeHNUs, COTIACOBBIBACTCS C SKCIIEPTHOM KOMHCCHEW MOJpa3/IeeHus
(pu ee HaMM4KU), MOJAMUCHIBACTCS PYKOBOJIUTENEM CTPYKTYPHOTO MOJpa3AelieHUs] U MPEACTaBIseTCS B
Cnyx0y 1em0nponu3BOICTBA.

HoMmeHnknatypa Jen CTpyKTypHOrO MOApa3feleHHs COCTaBlseTcsl Mo (opMe, YCTaHOBJIEHHOU
[IpaBunamu xpanenus <29>.

<29> [Ipunoxenne N 26 k [IpaBunam xpaHeHus.

BHOBB cO3/1aHHOE WITH PEOPraHU30BaHHOE MOApa3AeICHUE TOJKHO B MECSIYHBI CPOK pa3padoTaTh
HOMEHKJIATypy JeJ1 ¥ TpeicTaBUTh ee B Ciry>k0y 1e7I0ImpOr3BO/ICTBA.

8.12. Bce 3aroyloBKM [ie, BKJIKOYEHHBIE B HOMEHKJIATYpPY J€1 CTPYKTYPHOTO IOAPA3ICIICHHUS,
uHAekcupytotcs. Muaeke aena ykaspiBaercss B rpade 1 HOMEHKIATyphl Jiel M COCTOMT M3 HMHJIEKCa
CTPYKTYpHOTO TMOJpa3jeneHus (KoJa MOApa3JesieHuss B COOTBETCTBHM C YTBEP)KICHHOW CTPYKTYpOil
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OpraHM3alfy WIH KIACCH(PUKATOPOM CTPYKTYPHBIX MOJpa3elieHui) U TOPSIKOBOTO HOMEpa Jjela B
paszene HOMEHKIATyphl aei. Muaekcel nen obo3navarorcst apadckumu mudpamu. Hanpumep: 01-05, rae:

01 - KoJ CTPYKTYpPHOTO MOAPA3ICICHHUS,
05 - mopsIKOBBIN HOMED JieJIa B pa3zeiic HOMEHKIJIATYPBI Jel.

Hena mo BompocaM, HEpa3peUICHHBIM B TEUEHHUE OJHOTO Troja, SBISIOTCA 'MepexonsimuMmu’ u
BHOCSITCSI B HOMEHKJIATYpy JeJl CJIEIYIOIIEro roja ¢ TeM e HHIEKCOM. PekoMeHIyeTcs COXpaHSTh B
HOMCHKJIATyp€C ACJI OAMHAKOBLIC MHACKCHI JJIA OAHOPOAHLIX ACJI, BKIIFOYCHHBIX B Pa3HbIC pa3aC/Ibl.

Ecnn B TedueHume roAa B JAEATENBHOCTH OpraHM3aluu  0o0pa3yloTcs JOKYMEHTBI, He
IIPElyCMOTPEHHbIE HOMEHKJIATypOH Jiel, 3arojOBKHM HOBBIX JI€d JONOJIHUTENbHO BKJIKOYAIOTCS B
HOMEHKJATypy Jein. B kaxaom pasjene HOMEHKIATYphl Jel A  BHOBb  3aBOJMMBIX  JI€J
IIPeyCMaTPUBAIOTCS PE3EPBHBIE HOMEPA.

8.13. 3aromoBok jaena (rpada 2 HOMEHKJIATYpHI Jied) IOJDKEH B 00O0OIIEHHON (opme oTpakarh
OCHOBHO€ COJIEp’)KaHUE U COCTaB JIOKyMEHTOB neina. He nomyckaercss ynorpeOieHHe B 3arojoBKe Jelna
HEKOHKPETHBIX (opMynupoBoK ("pazHbie MaTepuanbl”, "oOmias nepenucka'), a Takke BBOJHBIX CJIOB U
CIIOKHBIX CHHTAaKCHYECKHUX OOOPOTOB. 3arojOBKH JIeJ MOTYT YTOYHATHCS B TE€YCHHE TOja B IpOIecce
dhopmupoBanus ¥ 0HOpMIICHHS JIEII.

3aroiaoBok Jcj1a  JOJIDKCH COCTOATH us3 9JICMCHTOB, pacmojrara€MbIx B CHCIIYIOHICfl
IIOCJICI0OBATCIIBHOCTH .

a) Ha3BaHUE BHJA Jena (Iepenucka, )KypHai, Aej0) UM BUJA JOKYMEHTOB, BKIIOUEHHBIX B JEJO
(IPOTOKOJIBI, MPUKA3bI);

0) HaMMEHOBAaHWE OPTAaHM3ALMU, CTPYKTYPHOTO MOJpa3eieHus, MMOCTOSIHHO JEUCTBYIOIIETO WIIH
BPEMEHHOI'0 OpraHa, JOHKHOCTHOTO JUIA, CO3aBIINX JOKYMEHT(bI);

B) HAMMEHOBAaHME KOPPECTIOH/ICHTA (OpraHU3aIliH, JIUIA, KOTOPOMY aJIpECOBAaHbI MJIM OT KOTOPOTO
MOJTy4€HBI TOKYMEHTHI);

T') KpaTKoe CojiepKaHue JOKYMEHTOB JeNa;

1) Ha3BaHHE MECTHOCTHU (TEPPUTOPHH ), C KOTOPOH CBSI3aHO COAEpKAHHUE TOKYMEHTOB JIefa;
e) nara (mepuoj), K KOTOPBIM OTHOCATCS IOKYMEHTHI JIeTia;

’K) YKa3aHHUE€ Ha KOIMIUHOCTh JOKYMEHTOB JIefa.

8.14. ITopsiaok pacronoKeHus 3aroJIOBKOB JIeJl BHYTPH pa3AeioB HOMEHKIATYPHI A€ ONpPenesaeTcs
CTENEHbIO BAYKHOCTU IOKYMEHTOB, BKJIFOUEHHBIX B JIeJa.

B Havwame pasgena  pacmoyiararoTCs  3aroJIOBKH I,  COJCPXKAIUX  YYpeIAHUTENbHbBIC,
OpPraHU3aIOHHO-TIPABOBBIE U PACTIOPSIUTEIILHBIC JTIOKYMEHTBI, 3aT€M 3aroJIOBKH JIeN, COJCPIKaIIuX
IJIaHOBBIC, OTYCTHBIC, I/IH(i)OpMaHI/IOHHO'aHaHHTquCKHe JOKYMEHTBI, OOKYMCHTBI, OTpPaXaromue
JeSTEIBHOCTD MOJIPA3/ICIICHNUs, TIEPEIHUCKY, B KOHIIE pa3jieia - PETUCTPAIIMOHHBIC M YUETHBIC KYpPHAIIBI,

KOHcyHbTaHTHJIIOC www.consultant.ru Crpanuna 63 u3 96

HaJeKHasl IpaBoBasl MOAAEPIKKa


http://www.consultant.ru/
http://www.consultant.ru/

Ipuxa3 Pocapxusa ot 11.04.2018 N 44
"O6 yrBepxaeHuu [IprMepHOi HHCTPYKIUU IO IeTONPOU3BOACTBY B
rOCY/lapCTBEHHBIX OPraHU3aIL...

JoxkymenT npenoctasien Koncynsrantlmoc
Jarta coxpanenus: 22.08.2018

KapTOTEKH, 0a3bl JaHHBIX.

3arojoBKM €], COCTaBJICHHBIX II0 KOPPECIOHJIEHTCKOMY U TeorpaduyeckoMy IpHU3HAKaM,
BHOCATCSI B HOMEHKJIATYPY /€] 10 aja(paBUTy KOPPECIOHACHTOB UJIH reorpapuuecKux Ha3BaHUi.

B 3aromoBkax Jen, coaepKaliMX JOKYMEHTbI IO OJHOMY BOIPOCY, HO HE€ CBSI3aHHBIX
MOCTIeIOBATEIbHOCTBIO PELICHHUsI BOIIPOCa, B KAUECTBE BUA JeJa YIOTpeOIsieTcs TePMHUH "TOKYMEHTHI",
a B KOHIIE 3aroJIOBKa B CKOOKax yKa3bIBalOTCSl Ha3BaHUs BUAOB JOKYMEHTOB, HanOoOJjee MpeICTaBICHHbIX
)39 (SU(CK

"JIOKyMEHTBI O IPOBEJICHUH COBEIIAHUN U CEMUHAPOB (MPOTPaMMBbI, CITUCKH, JOKIabl)".

Tepmun "MOKyMEHTHI" MIPUMEHSETCS TaKXKe B 3aroJIOBKax e, coAepKAIIMNX
JOKYMEHTBI-IIPUJIOKEHHUS K  KaKOMy-TUOO  JTOKyMEHTY (BUABI  JOKYMEHTOB-TIPUJIOXKEHHH  He
MIEPEYUCIIAIOTCS):

"JIOKyMEHTBI K IPOTOKOJIaM 3acenanuii Hayuno-texuuueckoro coera';
"ITIpoTOKOJIBI TPOU3BOICTBEHHBIX COBEIIAHUH MPU T€HEPAIBHOM IUPEKTOPE U JOKYMEHTHI K HUM".

B 3aronoBkax ACJI, MMPEAHA3HAYCHHBIX UIA TPYHNIIMPOBKHW OJAHOTHUIIHBIX JOKYMCHTOB, 3Ta I'pYIIIIa
AOKYMCHTOB YKa3bIBACTCA BO MHOKCCTBCHHOM YHCJIC:

"[IpoToKoJbI 3acenaHuil JupeKIuu'.

B 3aromoBkax nen, cojepkamux TEPenucKy, YKa3bIBAaeTCs, C KeM MU IO KAaKOMY BOIIPOCY OHa
BEJIETCA:

"Ilepenncka ¢ 00pa30BaTEIbHBIMU YUPEKACHUIMHU O MOBBIIIEHUN KBaTU(UKaUU paOOTHUKOB".

B 3aronoBkax ACJI, COACPpKAINUX MCPCIIUCKY C OAHOPOAHBIMH KOPPECIIOHACHTAMU, IMOCJICIHUC HE
HAa3bIBAKOTCA, a YKA3bIBACTCA UX BUAOBOC HA3BAHUC!

"Tlepenucka ¢ ¢enepaqbHBIMU OpraHaMU UCIOJHUTEIBHONW BJIACTH O 3aKJIIOYEHUH U UCIOJHEHUHU
roCy/1apCTBEHHBIX KOHTPAKTOB'".

B 3aromoBkax ACJI, COACPIKAIUX TCPCIUCKY C PAa3HOPOJAHBIMHU KOPPECIIOHACHTAMHU, IMOCICIHUC HE
NMEPCHUCIIAIOTCA:

"HepenHCKa 0 3aKJIFOUCHUHN U UCITOJITHCHUHU I'OCYAaPCTBCHHLIX KOHTpaKTOB".

B 3aronoske mema YKa3bIBa€TCA KOHKpGTHHfI KOPPECIOHACHT, €CJIN MEPECIIMCKAa BEACTCA TOJBKO C
HUM:

"[Tepenucka ¢ OOO "T'opcBs3p" 0 MpenoCTaBIeHUN YCIYT CBSI3H .

[Tpu 0003HAUYEHUHU B 3arojiOBKax JeJl aIMHHHCTPATUBHO-TEPPUTOPUATBHBIX CAMHHUI] YUUTHIBACTCS
clIeyronee:
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€CJIM COJCpIKAHUE JIella KAacaeTCsl HECKOIbKUX OJHOPOIHBIX aJIMHHHMCTPATHBHO-TEPPUTOPUATIBHBIX
€/IMHUII, B 3ar0JIOBKE JIeJla HE YKa3bIBAIOTCS UX KOHKPETHBIE HAa3BaHUs, a yKa3bIBaeTCsl X 00lee BUOBOE
Ha3BaHHE:

"[lepenucka ¢ yuypexaeHUSIMU KYJIbTYPbl AIMUHUCTPATUBHBIX OKPYroB MOCKBBI'".

€CIM COJEp)KaHWe Jiella Kacaercs OJHOM aJIMMHHMCTPATHBHO-TEPPUTOPUATIBHOM  €IMHMIIBI
(HaceJIeHHOI'O IIyHKTa), €€ (€ro) Ha3BaHUe yKa3bIBAETCs B 3ar0JIOBKE JieJa:

"Tlepenucka ¢ ¢punmanoM B MOCKOBCKO# 006J1aCTH O TUTAHUPOBAHUH U OTYETHOCTH'.

B 3aronoBkax jen, coaepikaliux MJIaHOBYIO WM OTYETHYIO JOKYMEHTALMIO, YKA3bIBAETCS MEPUOJ
(Mecsin, KBapTai, roa) Ha (3a) KOTOPBIA COCTABJICHBI IIJIaHBI (OTYETHI):

"OTueTsl CTPYKTYpHBIX Noapa3aeneHuii 3a 2017 roa";
"CTaTUCTUYECKUN OTUET O YUCIICHHOCTH, COCTaBe U ABMXKeHUHU KaapoB 3a 2017 rox (¢. N 27-rom)".

[Mpu dbopmupoBaHuM jAena U3 HECKOJBKHX TOMOB (YacTeii), KpoMe OOIIEero 3arojioBKa Jieia Mpu
HEOOXOJMMOCTH COCTAaBJISIOTCS 3ar0JOBKH Ka)IOTO0 TOMa (YacTH), YTOUYHSIONIME COAEp)KaHHE TOMOB
(dacreii) nena.

3aroJIOBKH JIeJI MOTYT YTOUHSTRCS B Tiporiecce GopMupoBaHUS ¥ OOPMIICHHS JISI.

8.15. I'papa 3 "KonuvecTBo Aen" 3amoiaHsAETCs MO0 OKOHYAHUH KalleHaapHoro roaa. [lo noctmwxkenuun
JIEJIOM, BKJTFOUAIOIIUM JOKYMEHTHl BpPeMEHHBIX (CBbiie 10 JIeT) MU TOCTOSHHOTO CPOKOB XpaHEHUS,
oobema B 250 JNHCTOB, TOM 3aKpBIBACTCA M OTKpBhIBaeTCs HOBBIM TOM. B rpade 3 HOMeHKIaTypsl Aen
MOCJIEIOBATEIHFHO YKA3bIBAIOTCS HOMEpPA TOMOB M KpaifHue AaThl JOKYMEHTOB KaXJJ0r0 TOMa:

T.1. 11.01.2017 -
30.06.2017

SJICKTpOHHHe Jc€jIa Ha TOMa (‘laCTI/I) HC PasaCIA0OTCA. Bcee OJICKTPOHHBIC NTOKYMCHTELI, HC3aBUCHUMO
OT X O6’B€Ma, BKJIFOHAIOTCA B OAHO 3JICKTPOHHOC ACJIO.

8.16. B rpade 4 "Cpok xpaHeHus u N cTaTby IO NEpPEUHIO" YKa3bIBAIOTCA CPOKU XPAHEHUS JIeNl U
HOMepa CTaTel MO THUIIOBOMY WJIM BEJOMCTBEHHOMY IE€PEYHIO JOKYMEHTOB C YyKa3aHHEM CPOKOB
XpaHeHus, GpenepaabHOMY 3aKOHY WM HHOMY HOPMAaTHBHOMY IIPaBOBOMY aKTy.

8.17. B rpade 5 "llpumeuanume" mpOCTaBIAIOTCS OTMETKHM O 3aBeneHun jaen ("3aBemeHo"), o
nepexondmux aenax (Hanpumep, "Ilepexonsmee ¢ 2016 rona"), o BbIENEHUN A€ K YHUUYTOXEHHIO, O
JUIaX, OTBETCTBEHHBIX 3a (opmupoBaHHE Jel, O Iepenade el B JPYryl0 OpraHu3aluio Jyis
IIPOJOJKEHHUS.

Ecnu neno gopmupyercst B nHGOpMALIMOHHONW CHCTEME U BKJIIOYAET 3JEKTPOHHBIE TOKYMEHTHI, B
rpade "l[Ipumeuanue” oTMeyaeTcs, YTO J€JI0 BEAETCS B AIEKTPOHHOM BHUJIE C YKa3aHHEM HaMMEHOBAaHUS
MH(OPMALIMOHHON CUCTEMBI:
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"Onexrponnbie okymeHThl. COJl "Kannenspus", B/l "CiyxeOnbie 3anucku’.

8.18. Ilo 3aBepuieHMM [EJIONPOU3BOJACTBEHHOIO rojla B KOHIIE HOMEHKJIATYphl A€l B KaXKAOM
CTPYKTYpPHOM TIOJpa3JesieHu: O(GOopMIIsieTcss MTOroBas 3amiCh, B KOTOPYIO BHOCSTCS CBEICHHS O
KOJINYECTBE 3aBE/ICHHBIX A€ (TOMOB, 4acTeH), OTAENbHO ITOCTOSIHHOTO U BPEMEHHBIX CPOKOB XpaHEHUs,
BPEMEHHBIX CpPOKOB XpaHeHus ¢ ormerkoil "JIIK" u nepexoasmux. MTorosas 3amuch IONONHSETCA
JAHHBIMU O KOJIMYECTBE 3JIEKTPOHHBIX J€J1 COOTBETCTBYIOIINX CPOKOB XPaHEHHUS.

B wurtoroByro 3amuch CBOJHOM HOMEHKJIATYPBI €Nl CBEIECHUS BHOCSITCS Ha OCHOBAaHWUU JaHHBIX,
NepelaHHbIX U3 CTPYKTYPHBIX MOpa3AesieHUuil OpraHu3aluu.

CBGI{GHI/I?I, coacpiKammecs B HTOTOBOM 3aIlMCH HOMCHKJIATYpbl ACJI OpraHu3anuu, MnepcaaroTCsa B
ApXUB OpraHu3alruv, O 4Y€M B HOMCHKIIATYpPEC ACII IMPOCTABJIACTCA OTMCETKA C YKa3aHHCM HNOJDKHOCTU U
IMOAIIMCH JIMLA, IIEPCAABIICTIO CBCACHM.

8.19. lema co mHSA WX 3aBEACHHS 10 IMepelavyd B apXWB OPraHU3allMd WX JO BBIICICHUS HUX K
YHUYTOXKEHUIO TI0 HCTEYEHUHN CPOKA XPAHEHHUS XPAHITCS M0 MECTY UX (POPMUPOBAHUS.

ILCJ'IO CUHUTACTCs 3aBCACHHBIM C MOMCHTA BKJIFOUCHUS B HET'O IICPBOI'O UCIIOJIHCHHOTI'O JOKYMCHTA.

8.20. Ilpu hopmupoBanuu J1enn Ha OyMa)KHOM HOCHUTEIE JOJDKHBI COOMIOAATHCS CIEAYIOe 00Imue
npaBuiIa;

B ICJI0O NMOMCEHIAIOTCA HMCIIOJIHCHHBIC OJOKYMCHTBI, COOTBCTCTBYIOIIHE I10 CBOCMY COACPIKAHUIO
3aroJIOBKY J€Jjia 10O HOMCHKIIATYpE ACJI;

MPUJIOKEHUS MIOMEIIAIOTCS BMECTE C OCHOBHBIMHU JIOKYMEHTaMU;

B JIEJIO BKJIFOYAKOTCS JOKYMEHTBI OJHOTO KaJIEHAAPHOTO I'0/1a, 38 UCKIIOUYEHUEM NIEPEXOISIINX JIETT;
JIOKYMEHTBI IOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XPAHEHUS TPYNIUPYIOTCS B Jeja pa3aeibHO;

B JIEJIO BKJIKOYAETCA 110 OJJHOMY IK3EMIUIIPY KaXKI0T0 JOKYMEHTA;

(dakcorpammsl, TeJIerpaMMbl, Tele(OoHOrpaMMBbl MOMENIAIOTCS B Jieja C IMEpPErnuCcKOM Ha OOIuX
OCHOBaHUSIX;

B JICJIO IMOMCIIAKOTCA JOKYMCHTEI IIPAaBUJIIBHO W IMOJTHOCTBIO 0(1)0pMJ'I€HHBI€ (JIOKYMCHTI)I JOJIXKHBI
HUMCTb ATy, HOAIHCH U APYTrUc HCO6XOI[I/IMBIC peKBI/IBI/ITLI);

B JICJIO HE BKIIOYAIOTCS JIOKYMEHTHI, TIOJICKAIINE BO3BpaTy, JHUIIHAE dK3EMIUSIPhI U YePHOBHKH
(32 UCKJTFOYEHHEM 0CO00 IIEHHBIX);

Mo o0BeEMY J1eJ710, BKITIOYAIOIIEe JOKYMEHTHI Ha OYMa)KHOM HOCHUTENE, HE JOJDKHO MpeBbImaTh 250
JUCTOB, MPHU TOJIIMHE He Oosiee 4 cM (TONMIIMHA el CO cpokamu XpaHeHHs a0 10 jer He HoKHA
npesbimiath 10 cm). [Ipu mpeBbilieHHH 1aHHOTO 00beMa 3aBOAUTCS BTOpoi ToMm. Ilpu Hanuuuu B nene
HECKOJIbKUX TOMOB (4acTeil) MHAEKC M 3ar0JIOBOK JeJIa MIPOCTABIISAIOTCS Ha KAXIOM TOME ¢ JI00aBIeHUEM
o6o3nauenwmii: "T. 1", "T. 2",
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JIOKyMEHTBI BHYTpH JI€J1a PACIIONaratoTCsi CHU3Y BBEPX B XPOHOJIOITMYECKOU, BOIIPOCHO-JIOTMYECKOU
[IOCJIEI0OBATEIbHOCTH WA UX COYETAHUU.

PaCHOpHI[I/ITeJIbHLIe AOKYMCHTHI I'PpYINIIMPYIOTCA B ACJIa IO BUAaM U XPOHOJOIMH C OTHOCAIIMUMHUCA K
HUM IPUIOKCHUAIMU. I[OKYMeHTBI - OCHOBAHHA K pacClnopsasguTCIbHBIM JOKYMCHTaM BKJIHOYAKOTCA B
OTACIBHOC ICJIO.

HpOTOKOJIBI B JICJIC pacCIIojiararoTCa B XpOHOJOIHYCCKOM IOPAAKE U IO HOMEpaM.

JIoKyMEHTBI K 3acelaHusiM (COBEIIaHUsIM) TPYNIHUPYIOTCS B OTJIEIBHOE JIEJ]0, KaK U MPUIOKEHUS K
MIPOTOKOJIaM, €CIIU OHHU CoJIepskaT bosee 25 CTpaHuL.

I[OKYMeHTI)I K IPOTOKOJIaM, €CJIM OHHU CIrpyHIIMPOBAHbI B OTACIIBHBIC 1CJIa, CUCTCMATU3HUPYIOTCSA
BHYTpPHU AcJia I10 NOpAAKY HOMEPOB IIPOTOKOJIOB.

JIokanbHBIC HOPMATUBHBLIC AKThbl, YTBCPKACHHLIC PACHIOPAAUTCIBHBIMU JOKYMCHTAMU, SABJIAIOTCA
IMPUIIOKCHUSAMU K HUM U I'PYIITUPYIOTCA BMECTC C YKAa3aHHBIMH JOKYMCHTAaMHU.

[Ipuka3el 10 OCHOBHOM ACATEIHHOCTU TPYIIUPYIOTCS OTACIBHO OT MPUKA30B MO JUYHOMY COCTaBY
Y MPUKA30B M0 aJIMUHUCTPATUBHO-X03AUCTBEHHON JeATeIbHOCTH <30>.

<30> B coorBerctBuM ¢ IlepeyHeM THUNOBBIX YNPaBIEHYECKUX APXUBHBIX JIOKYMEHTOB,
o0Opa3yloIIUXcsi B TMpolecce JEATEIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYNpAaBJIEHUS M OPraHu3alldid, C YKa3aHHMEM CpPOKOB XPaHEHHUs, YTBEP)KIEHHBIM IPHUKA30M
MunuctepctBa KynbTypbl Poccuiickoit ®@enepanuu ot 25 aBrycra 2010 r. N 558 "OO06 yrBepxaeHuu
[lepeuHs TUMOBBIX YHPaBIEHYECKHX apXMBHBIX JOKYMEHTOB, O0pa3yIOIIUXCs B Mpolecce AEATelIbHOCTH
rOCy/IapCTBEHHBIX OPIaHOB, OPraHOB MECTHOT'O CaMOYIPaBJICHUsI M OpraHM3allil, C yKa3aHHEM CPOKOB
XxpaHeHus" (3apeructpupoBad B MunucrepctBe roctuiun Poccuiickoit denepaunn 8 cenrsaops 2010 r.,
peructpauronHelii N 18380); ¢ u3MeHEHHAMH, BHECEHHBIMM IpPHKa30M MUHHCTEpPCTBA KYJIbTYpbI
Poccuiickoit @enepanmu ot 16.02.2016 N 403 "O BHeceHnn usMeHeHuil B llepedeHb THUIOBBIX
YIPaBIEHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIoUIMXcs B MPOIECCE JIEATENbHOCTH TOCYIapCTBEHHbBIX
OpPraHoOB, OpPraHOB MECTHOTO CaMOYIPAaBJIEHUS W OpraHu3aluii, C YyKa3aHMEM CpPOKOB XpaHEHHS,
YTBEPKACHHBIA pHUKa3oM MuHucrepcTBa KyiabTypsl Poccuiickoit ®enepanun ot 25 aprycra 2010 r. N
558" (3apeructpupoBaH B Munucrepcrse toctuiuu Poccuiickor Penepaumu 15 mapra 2016 r.,
peructpannoHHbii N 41414), k aAMUHUCTPATUBHO-XO35MCTBEHHON ACATEIHHOCTH OTHOCSTCS BOMPOCHI
10 COOJIIOACHHUIO MTPABUII BHYTPEHHETO PACHOpPsIKa, SKCIUTyaTalluu CIIY>KeOHBIX 3aHUH, TPAaHCTIOPTHOMY
00CITy’)KUBaHUIO, BHYTPEHHEHN CBSA3H, 00ECTIEUCHUIO O€30MTaCHOCTH OpraHU3aIliA.

[Tpuka3bl Mo IMYHOMY COCTaBY (POPMHUPYIOTCS B JieJia B COOTBETCTBHH CO CPOKAMU XpaHEHUS.
JIOKyMEHTBI B JINYHBIX JEJIaX PACIIOIararoTCs 10 MEPE UX MOCTYILICHUS.

[lepenucka rpynnupyercs B Jieia Mo TeMaTHKE W/ KOPPECTIOHIEHTaM M CHUCTEMAaTHU3HPYETCS B
XPOHOJIOTUYECKON TOCJIE0BATeIbHOCTU: JOKYMEHT-OTBET TIOMEIIaeTcs 3a JOKYMEHTOM-IIPOCHOOi
(3arrpocom). [Ipu BO30OHOBIIEHUH TIEPETHCKHU TIO OMPEACIICHHOMY BOIPOCY, HAYaBIICHCS B TIPEABLAYIIIEM
ro1y, JOKYMEHTBI BKIIFOUAIOTCS B JENI0 TEKYIIETo rojia ¢ yKazaHUeM HHJIeKca Jelia MPebIIyIero roja.
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DJEeKTPOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B JEKTPOHHBIE JeJla B COOTBETCTBUU ¢ HOMEHKJIATYPOM
JIe]l OpraHu3aluy B TOH HHPOPMAIIMOHHOM cucTeMe, B KOTOPOM OHU OBLIM CO3[IaHbl MJIH B KOTOPYIO ObUIH
BKJIFOUEHBI.

8.21. Jlns obecrieyeHusi COXPAHHOCTH, Y4eTa TOKyMEHTOB U el CTPYKTYPHOTO MOJpa3ieiaeHus 1
OpraHM3aIfy TOCTyIa K HUM IPOBOJUTCS KOMILIEKC PadoT:

CO3JIaHUE ONTUMANIBHBIX YCIIOBUI XpaHEHHsI JOKYMEHTOB H JICTT;
pasMeleHue Jed;

NPOBEPKA HAIMYHS U COCTOSHUS JIOKYMEHTOB U JIEJT;
cOOJTI0ICHHE TTOPSIKA BBIIAYH JIE]T.

8.22. Jlena pa3MemaroT B pabOYMX KOMHATaX WJIM CHCIUAIBHO OTBEACHHBIX ISl ATOH IeNn
MOMENICHUAX B mKadax, Ha CTEUIaKax, YTOObl 00ECIIEUUTh UX COXPAHHOCTh M 3aIIUTY OT BO3JACUCTBUS
BpPEIHBIX (DAaKTOPOB.

Jena st ux y4deta U OBICTPOTO MOMCKA JOIDKHBI PACIIONAraThCsl BEPTUKAIBHO, KOPEIIKaMU HApyXKy
U B COOTBETCTBUM C HOMEHKIaTypol zaen. Ha kopemikax o0s0eK el yKa3bIBalOTCS MHJIEKCHI I10
HOMEHKJIaType J€eJ, IPp1 Heo0X0AUMOCTH HOMEpP TOMa Jena, Jary aena. HoMeHknarypa aen uian BbIIMCKA
U3 Hee MTOMENIAeTCsl Ha BHYTPEeHHEeH cTopoHe mmKada.

8.23. IIpoBepKkr HaIU4Ms U COCTOSIHUSI JOKYMEHTOB U JI€Jl B II€JIIX YCTaHOBJIEHMS (PaKTUUYECKOTO
HaJIM4Us A€l JOJKHBI IPOBOJUTHCS IE€JIONPOU3BOINUTENEM MTOAPA3IEICHUS B CIIyqasiX:

nepen nepenayei JOKYMEHTOB B apXUB OpraHU3aluu;
IIpY [IEPEMEILECHUU JET;

OpY CMEHE  pYKOBOJMUTENS  CTPYKTYpHOTO  mojpaszfeneHus, pykoBoautenss  CioyxObl
JEJIONPOU3BO/ICTBA;

Ipu peopraHu3anv U JUKBUAAOWHN OpTraHUu3allui UK CTPYKTYPHOI'O MOoApa3 ACIICHHA.

[TpoBepka Hamu4usl MPOBOJUTCS MyTEM CBEPKU CTATE€ll HOMEHKJIATYpBI €] C ONMCAHHUEM JIe] Ha
o0JIOKKe, a (U3UYECKOEe COCTOSHHUE JAe] OINpeleNsercs IMyTeM HX BU3yalbHOrO IpocMoTpa. Bce
oOHapy>KECHHbIE HEOCTATKH JJOJKHBI (PUKCUPOBATHCS B aKTE MPOBEPKU HATMYUS U COCTOSIHUS JIell.

8.24. B cnyyae BBISABIECHUS OTCYTCTBHUSA JEJI, YHCIAIIUXCA IO HOMEHKIIAType IeJ, PYKOBOJICTBOM
MOAPA3ACIICHUA NPUHUMAIOTCA MEpPbl 10 MX poO3bICKY. Eciau po3bICK A€l HE JaeT pe3yJbrara,
COCTABJISIETCSI CIPAaBKa O MPUYMHAX HUX OTCYTCTBHUS, KOTOpas IMOANUCHIBAETCS PYKOBOJAUTEIEM
noJipasnenenus u npeacrasisercs B Ciyx0y nenonpou3Bo/CTBA.

@akT yrparel nena (aen) ¢uxcupyercs B akte, coctaBiasieMmoM Ciyx00i Ienonpou3BOACTBA U
PYKOBOJIUTENEM CTPYKTYPHOTO Mojpa3zeneHus (YIOIHOMOYEHHBIM UM JIMIIOM) B TpeX AK3EMIUIApax: 1o
OJJHOMY JK3eMIUIApy akTa XpaHutcs B CiyxOe 1el0npou3BOJACTBA U CTPYKTYPHOM HOJpPa3/EJICHUM;
9K3EMILISP aKTa MPEJCTABIIAETCSA B apXUB OPraHU3alluy IPU Nepeade 1€ CTPYKTYPHOTO MOAPA3IEIECHUS
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Ha apXUBHOC XPAaHCHUC.

8.25. DOkcmepru3a LEHHOCTH [OKYMEHTOB IIPOBOJMTCA HA OCHOBE 3aKOHOJATEIIBHBIX U HHBIX
HOPMATHBHBIX TPABOBBIX aKkTOB Poccuiickoit dexepanuu, ycTaHABIMBAIOMIKMX TPeOOBaHUSA K CPOKaM
XpaHEHUs OKyMEHTOB, THUIIOBBIX U BEJOMCTBEHHBIX IEPEYHEH JOKYMEHTOB C yKa3aHHEM CPOKOB MX
XPAHCHMUS:

MPHU COCTaBJIEHUW HOMEHKIIATYPHI JIETT;
IIPY MOATrOTOBKE JIEJ K MEPEIade B apXUB OPraHU3ALNY;
B apXWBE OpraHu3alvH.

8.26. Ilns opraHM3aliii W TPOBEACHUS pPabOTHI MO HKCIEPTH3E IEHHOCTH JIOKYMEHTOB B
OpraHu3aIiK MPUKA30M PYKOBOIMTENS CO3JAeTCs dKCIepTHas Komuccus (fnanee - OK), B opraHusanusix,
MMEIOIIUX IOIBEIOMCTBECHHBIC OpTaHM3aIiy, (PHIHANbI, - [ICHTPAIbHAS SKCIIEPTHAST KOMHCCHUs (naree -

1[DK).

3anmaun, pyakoum, npasa, opranusanus padotsl DK (LIDK) ompenenstorcs MONOKEHHEM O HEH,
KOTOpOe pa3pabaThiBaeTCsl HA OCHOBAHMM NPUMEPHOIO MOJOXKEHMS, YTBEP)KICHHOTO YHOJIHOMOYEHHBIM
(benepanbHBIM OPraHOM HCTIOIHUTENILHON BIACTH B chepe apXUBHOTO Jejia U ACJIONPOU3BOACTBA <31>.

<31> Ilpuka3z ®denepanbHoro apxuBHoro areHtctBa oT 11.04.2018 N 43 "OO6 yTBepx)acHUU
[TpumepHOTO MOJOXKEHUS 00 IKCHEPTHON KOMHCCHUU OpraHu3aiuu’ (3aperucTpupoBaH B MUHHCTEPCTBE
rocturu Poccuiickoit @eneparuu 15.06.2018, perucrparmonnsiii N 51357).

8.27. OcHoBHbIMH QyHKIMSIMH DK sSBISIOTCS:
OpraHu3aIys eXerolHOro 0Toopa el A XpaHEHUs] U YHUUTO)KEHUS;

PACCMOTPCHUEC W COIJIACOBAHWEC IIPOCKTAa HOMCHKIATYPBI J€JI OpraHu3alnuu, ormcei pI(SA) |
MOCTOAHHOI'O U BpECMCHHBIX (CBBILHe 10 J'ICT) CPOKOB XpaHCHUA, B TOM HUCJIC 110 JINYHOMY COCTaBY, dKTOB
O BBIACJICHUHW K YHUUTOXCHUIO JICJI, HC MOMJIC)KAIIUX XPAHCHUIO,

y4acTHe B IOJArOTOBKE U PaCCMOTPEHUU MTPOEKTOB HOPMATUBHBIX U METOJNYECKUX JOKYMEHTOB IO
BOIIpOcaM paboThl ¢ JOKYMEHTAaMU B OpraHU3aI1H.

8.28. DkcrmepTu3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS €XETrOAHO JIEJIONPOU3BOIUTEIIMU
nojpazaeneHnii coMectHo ¢ OK opraHmzanMu W 1OJ METOJWYECKUM pYyKOBOACTBOM CiyKObI
JIENIOTIPOU3BOJICTBA OPTraHU3AlINH.

8.29. Ilpn mpoBeneHNN SKCHEPTHU3bl LEHHOCTH JOKYMEHTOB IIPH IOATOTOBKE €] K Ieperaye B
apXMUB OPraHU3aLUU OCYILECTBISETCA:

0TOOp JIOKYMEHTOB IOCTOSIHHOTO U BPpeMEHHBIX (cBbIlIe 10 JIeT) CpOKOB XpaHEHUs [ Nepeiadu B
apXMB OpPraHU3aLUY;
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0TOOp JOKYMEHTOB BpEMEHHBIX (70 10 JeT BKIIOUYUTENHHO) CPOKOB XpaHEHHs U ¢ moMeTkamu "J{o
MUHOBaHMS HamoOHocTH", "J/lo 3aMeHbl HOBBIMH', TOMJEXKAIIMX JaJIbHEHIIEMY XpaHCHHUIO B
CTPYKTYPHBIX MOAPA3ICICHUSIX;

BBIIACIICHHUE K YHUYTOXCHHUIO A€ 3a NPEABIAYIIUE I'OJAbI, CPOKH XPAHCHUSA KOTOPBIX UCTCKIIN.

OIIHOBpeMeHHO IMPOBCPACTCA  KAUCCTBO MW  IOJHOTA HOMCHKIIATYPbI A€  OpraHH3alunu,
IIPaBHUJIbHOCTL OIIPEACIICHUS CPOKOB XPpaHCHUS ICII.

8.30. Jlena nmocTossHHOTO U BpeMeHHBbIX (cBbIlIe 10 J1eT) CpOKOB XpaHEHMsI MOAJIEKAT MOJIMCTHOMY
IPOCMOTPY JUIS BBIACTICHUS U3 UX COCTaBa IOKYMEHTOB BpeMeHHBIX (10 10 J1eT) CpOKOB XpaHEeHHSI.

Hena ¢ ormerkoit "OIIK" nonBepraroTcsi HNOJUCTHOMY HIPOCMOTPY B LEISAX OINpENEICHUS U
BBIJICJICHUS M3 X COCTaBa JOKYMEHTOB, MOJICKAIIUX TTOCTOSTHHOMY XPaHEHHUIO.

8.31. OTOOp 2JIEKTPOHHBIX TOKYMEHTOB JJisi TIEPEelIayd B apXWUB OPTaHMU3AIMU OCYIIECTBIISICTCS B
aBTOMATH3MPOBAHHOM PEXHUME ITyTEM OTOOPA TOKYMEHTOB U3 0a3 JTaHHBIX WH(OPMAIIMOHHBIX CUCTEM IO
npusHaky "Unaexc nena" ("Cpok xpanenus").

8.32. Ilo pesynpTaraM »SKCHEPTH3bl LEHHOCTH JOKYMEHTOB B OpraHU3allMd IPOBOAUTCS
oopmieHre e M COCTABISIOTCS OMMCH JeNl MOCTOSHHOTO XpaHEeHWs, BpeMeHHBIX (cBbime 10 er)
CPOKOB XpaHEHHMs M IO JIMYHOMY COCTaBy, a TAaKK€ aKThl O BBIACJICHUM K YHUUYTOXEHUIO JIeJ, He
HOJUIEXkKAIUX XPAaHEHUIO.

Omnwucu €1 NOCTOSIHHOTO XpaHeHus, BpeMeHHBIX (cBbliie 10 j1eT) CpOKOB XpaHEHHs U MO JIUYHOMY
COCTaBy, a TakKK€ akTbhl O BBIJCIIEHUM K YHMUTOXKEHHUIO [eJl, HE MOJJEeKAUUX XPaHEHHUIO,
paccmatpuBatotcst Ha 3acenanun OK (IOK) opranmszanuu omnoBpemenHo. CornacoBannbie DK (L[IK)
aKThl U OTIMCH YTBEPHKAAIOTCSI PyKOBOJUTENEM OPraHU3alUH.

8.33. Jlena, obpazoBaBiIuecs: B ASSITEIbHOCTH OpPTraHU3allMy U TOJUISKAIINe XPAHEHUIO, TPOXOJISAT
MOJTHOE WM YacTuuHoe odopmiienue. [lonmHoMy odopmileHHIO MOJUIeKaT aefia BpeMeHHBIX (cBbimie 10
JIET) CPOKOB XpaHEHHUS M TMOCTOSHHOTO xpaHeHus. Jlema BpeMeHHBIX (m0 10 1eT) cCpoKOB XpaHEHHS
MO/JIEXKAT YACTUYHOMY O0()OPMIIEHHUIO.

OdopmiieHne naei1 OPOBOJUTCS B CTPYKTYPHBIX MOApa3AeieHUAX OpraHu3aluu IO MECTY
(hopMHpOBaHUS TOKYMEHTOB B JiejIa.

8.34. TlonHoe odopmiieHre aena Ha OyMaKHOM HOCHUTEIE BKITIOYAET:
odopmIIeHHE PEKBU3UTOB O0JIOKKH Jiena 1Mo hopme;

HyMEpAIUIO JIUCTOB B JIETIE;

COCTaBJICHUE JIFCTA-3aBEPUTEIIS JeTIa;

COCTaBIIEHHE B HEOOXOAUMBIX CITy4asiX BHYTPEHHEH OIMKCH JTOKYMEHTOB JIea;

MOJIIMBKY U TIEPEIUIET Aea;
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BHECEHUE HEOOXOJMMBIX YTOYHEHUH B PEKBU3UTHI OOJIOKKK Jena (yTOYHEHHWE Ha3BaHUS
OpraHu3aIlyy, MHJEKCa JIeja, KpailHuX J1aT Jejia, 3aroJioBKa Jena).

Jlucr-3aBepuTeEINb JIeNla, BHYTPEHHAS OMUCH JOKYMEHTOB Jiela M OOJIOKKA JIea COCTABISIOTCS MO
dhopmam, ycraHoBIeHHBIM [IpaBunamu xpanenus <32>.

<32> Ilpunoxenus N 8, 27, 28 k [IpaBuinam xpaHeHus.

8.35. Jlena BpeMeHHBIX (10 10 JeT BKIFOYMTEIBHO) CPOKOB XpaHEHUS, MOJICKANTUE YACTUIHOMY
oopMIICHHIO, JTOMYCKAETCS XPAaHWTh B MAaNKax, B KOTOPBIX JieJa XPAaHWIHCh B JICIOMPOU3BOICTBE,
nepecucTeMaTH3anus JOKYMEHTOB B Jelie HEe MPOBOJUTCS, JHCTHI JieJa HE HyMEepYyrTcs,
JMCTHI-3aBEPUTENH JieJla He COCTaBIIstoTCs. Ha 005lokke aena B COOTBETCTBMH ¢ HOMEHKJIATYpOW Aei
OpraHM3aliy 3alOJHSIIOTCS PEKBU3HUTHI: HAMMEHOBAHWE OpraHM3allMH, HAUMEHOBAHHE IOAPA3IEICHUS,
UHJIEKC JIeTIa, 3ar0JIOBOK JI€1a, CPOK XPaHEHUsI IOKYMEHTOB.

8.36. Ha oOnoxxke nen BpeMeHHbIX (cBbliie 10 JeT) cpOKOB XpaHEHHS U MO JIMYHOMY COCTaBy
YKa3bIBAIOTCSA:

HanMMCHOBAHUC BbIHlCCTOFIH.[Cﬁ OpraHu3anminu (OpFaHI/I?»aI_II/II/I'y‘IpC,HI/ITeHSI); HanMCHOBAaHUC
opraHn3anyvu - KICTOYHUKA KOMINJICKTOBAHUA TOCYAApPCTBCHHOI'O (MYHI/IIII/IHZUH)HOFO) apxXuBa,

HAaMMEHOBAHHE CTPYKTYPHOTO MOIPa3/ICICHUS;
WHJICKC JIeJIa 0 HOMEHKJIaType Je,;

HOMEp TOMa (4acTH);

3aroJI0BOK Jierna (ToMa, 4acTH);

KpaifHue JaThl Jena (ToMa, 4acTH);
KOJIMYECTBO JIUCTOB B JIJIC;

CPOK XpaHEHHUs Jena;

apXuBHBIN mudp nena.

Ha o0noxkax gen MOCTOSIHHOTO XpaHeHWs HaJ HaWuMEHOBAaHHMEM OpraHU3allMHM YKa3bIBACTCS
HAaUMEHOBAaHME I'OCYIapCTBEHHOIO (MYHUIIMIIAIBHOIO) apXHBa, HCTOUHUKOM KOMILUIEKTOBAHUS KOTOPOIO
BBICTYIIACT OPTaHU3aALUs.

8.37. Ilpu oopmaeHun 00I0XKKH Aera;

HaMMCHOBAHUC BBILHCCTOSIH_[Cﬁ OopraHu3alnuunu (opr aHI/IBaLII/II/I-y‘-Ipe)II/ITCJIH), npu €€ Halu4iuu,
YKa3bIBA€TCA IIOJJHOCTBIO B HWMCHHUTCJIBHOM IMAACKE, I10J IIOJHBIM HAWMMCHOBAaHUEM B cKoOKax
YKa3bIBaCTCA O(I)I/II_II/IaJ'ILHOC MPUHATOC COKPAIICHHOC HAUMCHOBAHUC (HpI/I €ro Ha.HI/ILII/II/I);
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HAanMMCHOBAHUEC OpI‘aHI/ISaLII/II/I y1(a3BIBaCTCSI IIOJIHOCTBKO, B UMCHHUTCIIBHOM IIaACKE, C yKa3aHI/IeM
Oo(HIIHAIBHO TPUHATOrO COKPAIIEHHOIO0 HAaWMCHOBaHHUS (IMPH €ro HAIWYKH), KOTOPOE YKa3hIBacTCs B
CKOOKax MocJIe MOJHOI0 HAaMMEHOBAHUS,

HAaMEHOBAHME CTPYKTYPHOTO IIOAPA3ACIICHHUsS YKa3bIBACTCS IIOJIHOCTBIO B COOTBETCTBUHU C
YTBEPKACHHON CTPYKTYpPOW OpraHuszanuu (Ipu HAJIWYMM COKPALIEHHOTO HAaUMEHOBAHUS CTPYKTYpPHOTO
IIOJIPa3/IeJIEHUs] OHO YKa3bIBAaeTCsl B CKOOKaX);

WHJIEKC JIeJIa MPOCTABISETCS B COOTBETCTBUU C HOMEHKJIATYpPOH JIesl OpraHu3aluu;

3aroJIOBOK Jieja MEPEHOCUTCS M3 HOMEHKIATYphl el OpraHu3aluu (B HEOOXOIUMBIX CIydasx B
3arojIOBOK BHOCATCS YTOUHEHHUS);

JaThl esa (roja(bl) 3aBeIeHNS U OKOHYAHUS JIeJIa B JICTIONPOU3BOJICTBE).

HpI/I HU3MCHCHHUH HAMMCHOBAHUSA OpraHu3alvuvu WKW [DOApPa3ACICHUA B TCUCHUC IICpUOJa,
OXBaTbIBACMOI'0 JOKYMCHTAMU JCJIa, UJIU IIPHU II€peaavc Acjia B ApYroc noaApasacjiCHUC Ha 00/10KKE Aciia
moa IMmpeXKHUM HAMMCHOBAHHMEM YKa3bIBACTCA HOBOC HAMMCHOBAHUC OpTraHHU3allH (HOI[pa?;I[CJICHI/I?I), a
IMPCIKHCC HAUMCHOBAHUC 3aKIHOYACTCs B CKOOKH.

Wunekc nena v 3aroyioBOK Jeila NEPEHOCATCS Ha OOJIO0XKKY M3 HOMEHKIATypbl Aen. Eciou geno
COCTOUT U3 HECKOJIBKHMX YacTell, Ha 00JIOKKY Ka)KI0ro ToMa (4acTH) BBIHOCUTCS OOLIMI 3aroJIOBOK Jeja
1 3aroJIOBOK KaXkJ10M yacTH (IIpH €ro HaJIu4yuu).

Jaroit nen, conepkalluX pacHOpSAUTENbHYIO TOKYMEHTALMIO, a TaKKe [N, COCTOSIIUX W3
HECKOJIbKUX TOMOB (YacTel), SIBJIIOTCA KpalHUe JaThl JOKYMEHTOB Jiela, TO €CTh AaThl (YUCII0, MECHILL,
rOf) perucTpanuu (COCTaBIEHUs) CaMOrO PaHHEr0 M CaMOro MO3JIHEr0 JOKYMEHTOB, BKJIIOUEHHBIX B
neno. Ilpu sTom neHp Mecsua (ABa 3Haka) U roj (4eTbIpe 3HaKa) 0003HaYarOTCs apabCKUMU LHU(pamuy,
Ha3BaHUE Mecsla MUIeTcs ciloBoM. Eciiu B Je0 BKIIIOYEHBI JOKYMEHTHI, 1aThl KOTOPBIX BBIXOJAT 3a
KpallHHe [aThl Jefa, TO IOJ JaTaMy Jeda, ¢ HOBOW CTPOKM Jenaercst 3amuch: "B nene umerotcs
JOKYMEHTHI 3a ... rofi(bl)". JlaThl Aema MOTYT He yKa3bIBaThCsl Ha OOJIOXKKE eI, CoAepKallUX, Hapumep,
rOAOBBIC IIJIAHBI U OTYUCTHI, TAK KaK OHU OTPaXar0TCA B 3arojiOBKax JcClI.

Jlatamu nena, copepiKallero IPOTOKOJBI 3acE€JaHui, SABIAIOTCA AaTbl IEPBOTO M IOCIEIHETO
IIPOTOKOJIA.

KpaitHumu gatamMu JTUYHOTO JAefia SBISIOTCS JaThl MOAMHUCAHUS MPHUKa3a O mpueme (MpH HATWIUH
TPYJIOBOIO JIOTOBOpa - JaTa 3akKJIIOYEHHs] TPYAOBOTO JOrOBOpa) MU IMpHUKa3a 00 yBOJbHEHHWH JIMIA, HA
KOTOPOE€ OHO 3aBeJieHO. B ciiyyae cmepTu nuiia, Ha KOTOPOE 3aBEICHO JEJI0, KOHEYHOUM 1aToi sBIseTCs
JaTa JOKyMEHTa, U3BEUIAI0IIEero O ero KOHUHHE.

PexBuzur "CpOK XpaHCHUSA ,Z[C.Ha" INEPCHOCUTCA Ha O6J10)I(Ky ACJIa U3 HOMCHKJIATYPbI ACII ITOCJIC
CBEPKH €TO0 CO CPOKOM XpaHCHHA, YKa3aHHBIM B IMEPCHYHE THUIIOBBIX NJOKYMCHTOB HJIM B BCJOMCTBCHHOM
NEepeUYHC NOKYMCHTOB, C YKa3aHUCM CPOKOB XpaHCHUH.

Ha nemax noctossHHOro XpaHeHus nmumercs: " XpaHuTh MOCTOSHHO'.

8.38. Ilo oxoHUaHUU T0/1a B HAJMUCH Ha 00JI0KKAX JIe] TOCTOSIHHOTO U BpeMeHHBIX (cBbiie 10 1er)
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CPOKOB XpaHCHUA BHOCATCA YTOUHCHHA: MIPHU HCCOOTBCTCTBHUU 3aroJIOBKa JACJI Ha 00J10KKE COACPIKAHHNIO
IMOAIIMTEIX JOKYMCHTOB B 3aroJIOBOK J1€JiIa BHOCATCA U3MCHCHUSA U JOIIOJIHCHU .

Haumenopanus opraHuzaliii M IMnoApa3AacCiiCHUus, o WU HOMEP ACJIa MOTYT HPOCTaBJIATLCA Ha
00JIOKKE C IIOMOINBIO HITaMIIA.

8.39. B mensx obecnieueHHs] COXPAaHHOCTH M 3aKPEIUICHHS MOPSAKA PACIONOKEHHsSI JOKYMEHTOB,
BKJIIOUYCHHBIX B JIEJIO, BCE €r0 JIUCTHI, KPOME JIMCTAa 3aBEPHUTENS M BHYTPEHHEH OIMCH, HYMEPYIOTCS
apabckumu nHppamu BanoBod Hymepauueil. JIMCThl HymepyroTcsi TpadUTOBBIM KapaHAANIOM HWIIH
HyMepaTopoM (ynoTpeOsieHHe YepHIWIT U IIBETHBIX KapaHAalleil 11si HyMepaluy JIMCTOB He JIOMYCKaeTCs)
CBEpXY BHM3, IU(PHI MPOCTABISAIOTCS B MPAaBOM BEPXHEM YIJIy JIMCTA, HE 3ajieBas TEKCTa JOKYMEHTA.
JIucThl BHYTPEHHEH ONUCH HYMEPYIOTCS OTJEIBHO.

JlucTel Aein, coCTOAIMMX U3 HECKOJIBKUX TOMOB MJIM 4YacTed, HYMEPYIOTCS 10 KaXJAOMY TOMY WU
YaCTHU OTIEJIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaIuei JINCTOB HyMEPYIOTCS B 00IIEM MOPSIKE.

Jluct naro6oro dopmata, MOAUIUTHIN 32 OAUH Kpail, HyMepyeTcs Kak OJMH JIUCT B MPAaBOM BEPXHEM
yray. CioKeHHBIH JIMCT pa3BOpayMBaeTCs U HyMEpYyeTcs B MPaBOM BEpXHEM yrily. JIMCT, ClI0KEHHBIN U
MOJLIUTHIN 32 CEpEeIUHY, OJICKUT MEPEIINBKE U HyMEpYyeTCsl KaKk OJUH JIUCT.

Ecnu B ACJIO MOAIINT KOHBEPT C BJIIOKCHUCM, CHaAYala HyMEPYCTCA KOHBEPT, 4 3aTCM OUYCPCAHBIM
MMOPAAKOBBIM HOMCPOM KaXKAO0C BJIOJKCHUEC B KOHBCPTC.

Ecnu B Hymepanuu nuctoB gomymieHo 6omnee 10 ommbok, Bce ne10 HyMmepyeTcs: 3aHoBo. [Ipu aTom
CTapble HOMepa 3a4ePKUBAIOTCS, M PSAJOM CTAaBUTCS HOBBIN HOMEp JTUCTA.

[Tpy HanUuYUU OTAETBHBIX OMIMOOK B HyMEpallH JUCTOB JI0IMYCKAETCs YyINOTpeOsieHne JIMTEPHBIX (C
OYKBEHHBIMH JIOTIOJIHEHUSIMU) HOMEPOB JIUCTOB.

8.40. Ilocne 3aBepiieHHs HyMEpalldd JIUCTOB COCTABIJISIETCS JIMCT-3aBEPUTENh Jejia, KOTOPBIM
pacmonaraeTcss B KoHIle Aena. B mucre-3aBeputene nudpaMu U MPOMUCHIO0 YKA3bIBAIOTCS KOJIHYECTBO
JIUCTOB B JAHHOM JieJie, 0COOEHHOCTH OT/EIbHBIX TOKYMEHTOB (HESICHBIN TEKCT, pa3pbIBbl, CKIICHKH).

Jlucr-3aBeputens Aena MOANKMCHIBAETCS €T0 COCTABUTENEM C YKa3aHUEM JOJKHOCTH, HHUIIMAIOB U
(dhamMuin, JaThl COCTaBICHUSI.

KonnuecTBo nmmcTOB B ACJIC, YKAa3aHHOC B JIMCTC-3aBCPUTCIIC CJIa, IMPOCTABIIACTCA Ha 00JIOXKKE
Jcia.

Ecnu gemo meperuieTeHO W MOAIIUTO O€3 JIHMCTa-3aBEPUTEINS, TO COCTABICHHBIN JTUCT-3aBEPUTEIH
MTOKJIEUBACTCS K BHYTPEHHEH CTOPOHE 3a/IHEH 00JI0KKH Jiea.

8.41. lna ydyera NOKYMEHTOB OINpPEAEIEHHBIX KATErOpHil MOCTOSHHOIO M BPEMEHHOrO (cBbime 10
JIET) CPOKOB XpaHEHHs, Y4eT KOTOPBIX BbI3BAH CHEUU(PUKON JOKYMEHTAlMH, BKIIOYEHHOM B IO,
COCTaBJISIETCS] BHYTPEHHSISI OITUCH IOKYMEHTOB JI€J1a, [IOMENIaeMast B €ro Havyao.

BHYTpeHHflfl OIIMCh BKIKOYACTCA B J€Jia, UMCIOIIUC OCO6YIO 3HAYUMOCTh, a TaKXE B J€Jia,
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C(bOpMI/IpOBaHHBIe o BHUAaM JOKYMCHTOB, 3aroJIOBKM KOTOPBIX HEC PACKPbBIBAIOT KOHKPCTHOI'O
COACPKAaHUA JOKYMCHTOB.

BHyTpeHHSsT OMHCh JTOKYMEHTOB Jiejla COCTaBIISIETCS Tak)Ke Ha OOBEMHBIE Jella IMOCTOSSHHOTO M
BpeMeHHBbIX (cBbilie 10 JieT) CpOKOB XpaHEHUS B LESIX ydeTa U OBICTPOro HAaXOXACHUS TOKYMEHTOB B
nene.

B konme BHYTpeHHeﬁ OIIMCHU YKa3bIBaC€TCsA I_[I/I(bpaMI/I " IPOINHUCHIO KOJUYCCTBO BKIIFOUCHHBIX B HEC
AOKYMCHTOB U KOJIMYCCTBO JIMCTOB BHYTpeHHeﬁ OITHMCH.

BHYTpeHHHH OIMMCh OOKYMCHTOB J€jIa ITOAIIMCBIBACTCA COCTABUTCIIEM C YKAa3aHUEM JOJKHOCTH,
WHUIKAJI0B U q)aMI/IJH/H/I, JaTbl COCTaBJICHUS.

Ecnu neno neperuieTeHO M NOJMINTO 0€3 BHYTPEHHEH ONMCH, TO COCTaBJIEHHAs! BHYTPEHHSISI ONUCH
[IOJIKJIEUBAETCS K BHYTPEHHEH CTOPOHE JINLIEBOM O0JIOKKH JIeTa.

8.42. JIokyMeHTBI MOCTOSIHHOTO, BpeMEHHbIX (cBble 10 JIeT) CpOKOB XpaHEHUsS U IO JUYHOMY
COCTaBy, COCTABJIAIOIINE AEI0, TOMEIIAIOTCS B TBEP/bIe O0JOKKHM U3 KapTOHA, MOALIMBAIOTCS B YEThIpE
MIPOKOJIa UITU TMEPEIUIETAI0TCS C YYETOM BO3MOKHOCTH CBOOOJITHOTO UTEHUS TEKCTa BCEX JIOKYMEHTOB, JaT,
BU3 U pE30JIOLMI Ha HUX. Pe3oionnn pyKoBOACTBa, COCTABIEHHBIE HA OTAEIbHBIX JIMCTAX, [IOMEIIAI0TCS
nepen JToKymMeHToM. [Ipu moaroroBke Aen K MOAIIMBKE (TEpeIuieTy) MpoBepsieTcss MPaBHIBHOCTh UX
dbopMupoBanus, OQOPMIICHHS, BCE TIUIACTUKOBBIE W MCTAUIMYECKHE KPEIUICHUS, a TaKke
TEPMONEPEIIETHI U3 JOKYMEHTOB YJASIOTCA.

Jlena MOCTOSHHOTO XpaHEHMsI, COCTOSALIME M3 0CO00 ILEHHBIX WIM He(OPMAaTHBIX IOKYMEHTOB,
MOTYT IPUHUMATHCSI HA XPAHEHUE B 3aKPBITHIX TBEPABIX MANKax ¢ TpeMs KJalaHaMH U ¢ 3aBI3KaMHU WM B
KOpOOKax.

8.43. IToaroTroBKa 3JIEKTPOHHBIX JOKYMEHTOB K I€peJjadye B apXUB OpraHU3allid OCYLIECTBISETCS
CTPYKTYpPHBIM TIOApA3/IEJICHUEM OpraHU3alliy - BIAJENbIIEM COOTBETCTBYIOUIEH HMH(POpPMAIIMOHHON
CHCTEMBbl COBMECTHO C TMOApa3feleHreM (CIeLUaNIuCTOM), 00ecreunBaonM (YHKIHOHUPOBAHHUE
MH(OPMALIMOHHON CUCTEMBI.

8.44. TIpu NOATrOTOBKE 3JEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K Iepeaue B apXuB OpraHMu3alluy,
BBITIOJHSIOTCS CJIETYIONIME OCHOBHBIE MTPOLIEYPhl PaOOTHI C TOKYMEHTAMU:

KOHBCPTAUUA 3JICKTPOHHOTO JOKYMCHTA B (I)OpMaT APXUBHOI'O0 NOKYMCHTA <33>;

<33> IlyHkrt 4.34 IIpaBun XxpaHeHHUs.

¢dopmupoBaHne B HMH(POPMALMOHHOW CHCTEME OpraHU3alMH HIIEKTPOHHBIX JIEN, SBJISIOLINXCS
COBOKYITHOCTbIO KOHTEHHEPOB AJIEKTPOHHBIX IOKYMEHTOB WJIM KOHTEHHEPOM 3JIEKTPOHHOTO JIOKYMEHTA,
BKJIIOYAIOIIEM: KOHTEHT U METaJaHHbIe 3JEKTPOHHOTO JIOKYMEHTa, (hailyibl 3JEKTPOHHBIX MOAMUCEH U
BHU3YaJIM3UPOBAHHYIO KOHIO TEKCTOBOT'O 3JIEKTPOHHOTO 1oKyMeHTa B (hopmare PDF/A <32>;

(I)OpMI/IpOBaHI/IC OIIMCH SJICKTPOHHBIX JCJI, JOKYMCHTOB CTPYKTYPHOTI'O IOAPA3ACIICHUA,
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MUTpanys 3JIEKTPOHHBIX JTOKYMEHTOB Ha (pU3n4ecku 000COOJICHHBIE MaTepHUalbHble HOCHTENH,
eclM JTOKYMEHTHI IEpefaloTCsi B apXWB OpPraHU3allMd HE MO HWH(POPMAIOHHO-KOMMYHHKAIMOHHBIM
KaHaJlaM;

IIPOBEPKA BOCIIPONU3IBOJUMOCTH SJICKTPOHHBIX TOKYMCHTOB,
IMPOBEPKA IJICKTPOHHBIX JOKYMCHTOB Ha HAJIMYNUC BPCAOHOCHBIX KOMIIBIOTCPHBIX IIPOTpaMM;

MOJATBEPXK/ICHUE LIEJOCTHOCTH JJIEKTPOHHOIO Jefia B3JIEKTPOHHOM MOANMHMCHIO PYKOBOIUTENS
CTPYKTYpPHOI'O TOAPA3JEIeHUs] (MHOTO YIOJHOMOYEHHOI'O JIMIA), OCYLIECTBIISIFOIIETO IOATOTOBKY
ANIEKTPOHHBIX IOKYMEHTOB K Iepe/iaue B apXUB OpraHU3aliu.

8.45. ONEKTPOHHBIE JIOKYMEHTBI IepearTcs B apxuB OpraHu3aluu 1o
UH()OPMAIIMOHHO-TEICKOMMYHHKAIMOHHON CEeTH WM Ha (U3NYECKH 000COOIEHHBIX HOCHUTENAX B
COOTBETCTBHUH C YCTAaHOBJICHHBIMHU IIpaBUiIaMu <32>, 6€3 COXpaHEHHs JaHHBIX AJIEKTPOHHBIX JOKYMEHTOB
B COOTBETCTBYIOIIMX HHPOPMAIIMOHHBIX CUCTEMaX.

8.46. OmrcH es COCTaBISIOTCS B CTPYKTYPHBIX MOJIpa3/IeJICHUSIX OpraHU3aluy M0l METOANYECKUM
pykoBoacTBoM Ciy:KObI IE€IOMPOU3BOJICTBA.

Omnucu aen cocTaBIAIOTCS OTJEJIBHO Ha JIeNla IOCTOSHHOTO XpaHEHUs; Jiejla BpeMeHHBIX (cBbime 10
JIET) CPOKOB XpaHEHUsI; Jeja [0 JINYHOMY COCTaBY, 3JIEKTPOHHbBIE €A, a TaKXKe Ha Jesla, COCTOSALINE U3
JOKYMEHTOB, XapaKTEePHBIX JUIsI TaHHOW OpraHu3anuu (cyneOHbIe, CIeICTBEHHBIC /Iea, HaAyYHbIe OTYETHI
o TeMam).

Onucu fen cTpyKTYpHBIX MOJpPa3IeeHU cOCTaBIs0TCS 1Mo popMaM, ycTaHOBIeHHbIM [IpaBuiiamu
XpaHeHus <34>.

<34> [Ipunoxenus N 23, 24 x [IpaBuiiam xpaHeHus.

ITo onucsam aen CTPYKTYPHBIX nonpaweneHnﬁ AOKYMCHTEBI IICPCAAOTCA B apXHUB OpraHU3allnuu.

Ha nena BpemeHHBIX cpokoB xpaHeHUs (70 10 JeT BKIIOYUTENHHO) OMUCH HE COCTABIISIOTCS, U B
apXMUB TaKue Jea He NepeJaroTCs.

[Tpu nanmuuu B opranm3zaruu COJ onucu 1ein GOpMUPYIOTCS B CUCTEME.

8.47. Onucu 1en CTpYKTYpPHBIX MOJApa3JelIeHU NPEACTABIAIOTCS B apXUB OpraHU3alii HE paHee,
4yeM 4epe3 OMH IO, U He T03/IHEee, YEM Yepe3 TPH rojia 1ocjie 3aBeplIeHus el B JeI0NPOU3BOICTBE.

8.48. OTnenbHas OMUCHh NMPEACTaBIsIET COOOM MepeyeHb ONMUCcATEeIbHBIX CTaTell ¢ caMOCTOSTEIbHON
MOPSAIKOBOI HyMepalue, Kax/aas U3 KOTOPbIX JOKHA BKIIIOUATh CIIETYIOIINE CBECHMUS:

HOpHI[KOBLIﬁ HOMCp J€Jia 11O OIUCH;

WHIEKC JIeTIa;
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3aroJI0BOK Jcia;

KpallHHUE JIaThI J1eT1a;
KOJIMYECTBO JIUCTOB B JICIIC;
CPOK XpaHEHHUS Jiea;
MIpUMEYaHusl.

8.49. Ilpu cocTaBieHHH OIMCH el CTPYKTYPHOIO MOAPA3ICNCHUs] COONIIONAIOTCS CIECIYIOIINe
TpeOOBaHUSI:

3arojIOBKM JeNl BHOCSTCS B OMUCh B COOTBETCTBMM C NPHUHATON CXEMOW CHUCTEMaTH3alluH [e,
3aKpEeIJICHHONW B HOMEHKJIAType JIe;

Ka)JI0€ JICJI0 BHOCUTCS B OIKCH T10]] CAMOCTOSITEIILHBIM ITOPSIKOBBIM HOMEPOM (€CJIU JETI0 COCTOUT
13 HECKOJILKHX TOMOB HJIM YacTEH, TO KK TOM WJIH YaCTh BHOCATCS B OIHCH TI0J] CAMOCTOSTEIIEHBIM
HOMEPOM);

MOPSAIOK HYMEpAILMK A€ B OMMCH - BAJIOBBIN;

rpadbl OMUCH 3aTOJIHSIOTCS B COOTBETCTBHH C TEMU CBEJCHUSMH, KOTOPHIC BBIHECCHBI Ha OOJIOKKY
Jiena;

MIPY BHECEHUH B OMKCH MOAPSAN 1€l (TOMOB, YacTei) ¢ OMHAKOBBIMHU 3ar0JIOBKAMU 3ar0JIOBKU BCEX
nen (TOMOB, YacTel) MUIITYTCS TTOJHOCTHIO; NMPYU BHECEHWU B OMHCH TMOCIEIHETO 3arojioBKa 100aBiIseTCs
cnoso "llocnenuuii"),

rpada omucu "llpumedanus" uCHONB3yeTCs UIs OTMETOK O TMpHEME [N, OCOOEHHOCTSX HUX
(U3MYECKOTO COCTOSHUS, O Tiepeaue /e APYTUM CTPYKTYPHBIM MOApa3IeIeHHEM CO CCHUIKOW Ha aKT, O
HAJIMYUU KOTIHH.

8.50. Hepezl BHCCCHHEM 34ar0oJIOBKOB JCJI B OIIMCh IPOBEPAIOTCA KA4Y€CTBO q)OpMI/IpOBaHI/Iﬂ u
O(i)OpMJ'ICHI/Iﬂ ACJI, COOTBETCTBUC KOJIMYECCTBA €I, BHOCUMBIX B OIIMCh, KOJIMYCCTBY 3aBCACHHBIX ACI I10
HOMCHKIJIATyp€ ACJI OpTaHU3alluH.

B koHIle ommcH Bciieq 3a MOCHEIHEH OIMMCcaTeNbHOM CTaThbeH 3aIloNHSIETCS WTOTroBas 3allich, B
KOTOpPOH YKa3bIBalOTCS (MH(PpaMU U MPOMUCHI0) KOTUYECTBO JAEIN, YHCISAIIUXCS MO OMKCH, MEPBBIA U
MOCJICTHUM HOMEpa e MO0 OMHUCH, a Tak)Ke OrOBapHBAIOTCS OCOOCHHOCTH HYMEpaIlMd JeNl B OIHCH
(TUuTEepHBIE HOMEpPA U MPOMYIIEHHBIE HOMEPA).

8.51. ITopstok MPUCBOEHUS HOMEPOB OMMUCAM JAEJI CTPYKTYPHBIX ITOAPA3JAEICHNUN yCTAHABINBACTCS
I10 COIVIACOBAHMIO ¢ APXUBOM OPraHU3aLUU.

8.52. IIpu cocTaBIIEHNH ONKCH IEKTPOHHBIX /1€l B OITUCh BKIIFOYAOTCS:

HOpHI[KOBLIfI HOMCEP 3JICKTPOHHOTI'O ACJIa IO OIMUCH;
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UHJICKC DJICKTPOHHOTO JIENa;
3aroJIOBOK JIeJa;

JaTa jena (Toma, 4acTH);

CPOK XpaHEHHUS JIeNa;

00BEM IIEKTPOHHOTO Jiea B MO;
pUMEYaHUsI.

B cocraBe ommcu snextpoHHbIXx gen B COJl dopmupyercs peecTp 37EKTPOHHBIX JOKYMEHTOB
(KOHTEIHEPOB AJIEKTPOHHBIX JIOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBEIEHHUS 00 3JIEKTPOHHBIX
JIOKYMEHTaX, BKJIFOUEHHBIX B KaX/10€ 3JIEKTPOHHOE JIEJI0.

8.53. Onumcu e CTpYKTYpHOTO HOJpa3/iesIeHus MOAMUCHIBAIOTCS PYKOBOIUTENIEM MOpa3IeIeHus,
cornacoBbiBatoTcst DK cTpykTypHOro noapasnenenus (npu ee Hanuuuu) U Ciayk001 1e101pOn3BOICTBA.
PeecTp 37MeKTPOHHBIX JOKYMEHTOB, SIBJISFOIIMICS MPUIOKEHHEM K OIHUCH 3JEKTPOHHBIX JTOKYMEHTOB,
MOJINMCHIBACTCS COCTaBUTEIEM pEecTpa C YKa3aHHEM JOJDKHOCTH, WHHUIUANOB, (aMHINHU, IaThl
COCTaBJICHUS.

8.54. Onucu J1ea CTPYKTYPHOTO MOAPA3ACICHHS] OpraHU3alli COCTABIIAIOTCS B JABYX SK3EMILIsIpax
Ha OyMa)XHOM HOCHTEJIE, OJIMH M3 KOTOPBIX MepeAaeTcs BMECTe C JieJJaMH B apXUB OpraHu3alluu, a
BTOPOH OCTaeTcss B KadeCTBE KOHTPOJIBHOTO JK3EMIUIIpa B CTPYKTYPHOM TMojpa3jeliecHnd. B apxus
OpraHM3alfy TakkKe MepefaeTcs Mo SK3EMIULIPY OMUCEH NIel B ANEKTPOHHOM BUIE B PEAAKTHPYEMOM
dbopMaTe s WCTOIB30BAHUS B JaJbHEHIIEM IS TOJTOTOBKM ApXWUBHBIX OIMUCEH JeJ, TOKYMEHTOB
(rogoBBIX pa3eNoB).

8.55. Jlena nepenatoTcsl Ha XpaHEHUE B apXUB OPraHU3alMi B COOTBETCTBUH C TpaduKOM Nepeadun
JOKYMEHTOB, YTBEP/KAECHHBIM PYKOBOAUTEIEM OpPraHU3alMM WM WHBIM YIIOJHOMOYEHHBIM MM JIMLOM H
COTIJIaCOBAHHBIM C PYKOBOAMUTEIISIMHU CTPYKTYPHBIX IOJpa3ICICHUM.

8.56. Jlena moCTOSIHHOTO U BpeMeHHbIX (CBbIIIe 10 JeT) CpOKOB XpaHEHHUs, JOKYMEHTHI [0 JINYHOMY
COCTaBYy, DJIEKTPOHHBIE JOKYMEHTHI MEPENAIOTCS B apXUB OpraHU3AIMM HE paHee, YeM uepe3 roj, U He
MO3/IHEE, YEM Yepe3 TPH rojia Mocie 3aBeplIeHUs UX B JEIONPOU3BOICTBE.

8.57. llepemaua nenm B apxXWB OpPraHM3alMM IPOM3BOJUTCA MO OMNHUCSAM JENl CTPYKTYPHBIX
MIOAPA3ACIICHUMN.

8.58. VYmonHOMOuYeHHBIH pabOTHHK apXuMBa MPOBEPSET MPaBWIBHOCTH OQOPMIICHUS U
dbopmMHupoBaHUs JieN, MPAaBUIBHOCTH COCTAaBIEHUS ONHUCEH Jel, COOTBETCTBHE KOJUYECTBa e,
BKJIFOUEHHBIX B ONHCH, KOJIMYECTBY /eI, CPOPMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpOH JIed.

BrisBieHHbIE TIpH TpPOBEpKE HEAOCTaTKH B (OPMUPOBAHUM U OQOPMIICHHM i€l PaOOTHHUKH
CTPYKTYpPHOTO MOApa3/iejeHus 00513aHbl YCTPAHUTH B IBYXHEIEIbHbBIN CPOK.

8.59. Ilpmem kaxgoro pena B apxXuB OpraHU3allid  NPOM3BOAWUTCA B NPUCYTCTBUU
JeJIONPOU3BOJUTENST CTPYKTYpHOrO mnojpasznenenud. Ilpu 3ToM Ha 060MX 3K3eMIUIsipaXx OMHCH MPOTUB
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KaXxJ0ro acjia, BKIIOYCHHOIo B HEC, ACJIaCTCA OTMETKA O HaJIWYHH ACJIa. B koHIe Kaxaoro OK3CMILIApa
OITMCH B UTOT'OBOM 3aIllCH YKa3bIBACTCA HI/I(bpaMI/I N IPOIHCBIO KOJIUYECTBO (baKTI/ILIeCKI/I IIPUHATBIX B
apxXuB ACJI, B TOM 4YHUCIIC JJICKTPOHHLIX, HOMCPA OTCYTCTBYIOIIUX [JCJI, JaTa MpuUucMa-miepcaadn MAcCJj, a
TAKXC MMOAIKUCH JIMlla, OTBETCTBECHHOI'O 3a apXMB, U JIMLA, IECPEAaBIICTO ACIIA.

WUrtoroBast 3amuch TNOATBEPXKIACTCS  MOJIMUCAMU  COTPYJIHHUKA apXvBa W  COTPYIHHUKA
(Ienonpou3BOUTENS) CTPYKTYPHOTO MMOApA3JeNeHUs, NepeJaBliero aena Ha OyMa)KHOM HOCUTENE U
AJIEKTPOHHBIE JENa.

8.60. Ilepenaua 3JIEKTPOHHBIX JOKYMEHTOB B apXHB OpraHM3allMd IPOU3BOAMTCS HAa OCHOBAaHUU
OIUCEH 3JEKTPOHHBIX /e M0 MHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHON CeTH (IpU HAJIMYUU B apXUBE
opranu3zaiu HHQPOPMAIIMOHHON CHCTEMbI) WM Ha (QHU3UYECKH OOOCOOJNIEHHBIX MaTepHalbHbBIX
HOCHUTENISIX, KOTOPBIE MIPEJICTABIISIIOTCS B IBYX MJIEHTUYHBIX IK3EMILIApax.

8.61. B ciayuyae NMKBUIALMM MM PEOPraHU3alUU CTPYKTYPHOTO IOIPA3ICiICHUs OpraHu3aluu
JeTOTIPON3BOANTEINb MOIPA3ACICHUS B IEPUO/T TPOBEACHUS JIMKBUIAIIMOHHBIX MEPONIPUATHI POPMHUPYET
BCE MMeEIOLIUeCs TOKYMEHTHI B Aejia, 0pOpMIISeT JieNa U epeiaeT UX B apXUB OpraHU3allH, HE3aBUCHMO
OT CpPOKOB XpaHeHus. [lepenaya nen oCyIecTBIAETCS 10 ONUCAM JE]I U HOMEHKIIATYpe JIE.

8.62. Ha nena ¢ MCTEKIIMMU CPOKAMH XPaHEHUS B CTPYKTYPHBIX MOJpPa3/CICHHUIX OpraHU3aliH
COCTABJISIIOTCS MPEJIOKEHUS] K aKTy O BBIJICJICHUM K YHHUYTOXEHHUIO JOKYMEHTOB, HE IOJJIEKAIINX
xpaneHnuto (1o ¢popme, ycranosneHHoi [IpaBunamu xpanenus <35>,

<35> I[Ipunoxenue N 21 k [IpaBunam xpaHeHusl.

Ha ocHoge Hpe,[[J'IO)KeHI/Iﬁ CTPYKTYPHBIX HOI[pEBI[eJIeHI/II\/'I Cny>1<6a ACJIOMPONU3BOACTBA OpraHrU3allun
COCTABJISICT AKT O BBIACJICHUH K YHHYTOKCHHIO JOKYMCHTOB, HC IMOMJIC)KAIIUX XPAHCHUIO, HA ACJIa BCeM
OopraHu3anunu 110 TOH ke (bopMe. 3aroioBKu OOHOPOAHBIX HCII, 0T06paHHHX K YHUYTOXCHUIO, BHOCATCS B
aKT 1101 O6HII/IM 3aroJIOBKOM C YKa3aHUEM KOJIMYCCTBA ACJI, OTHCCCHHBIX K JTaHHOM Tpymiie.

8.63. Jlena BKJIIOYAIOTCS B aKT O BBLACICHUHM K YHHUTOXKEHHUIO JOKYMEHTOB, HE IOAJIEKAIINX
XpaHEHHIO, €CIIM TPEAYCMOTPEHHBIA JUII HUX CPOK XpaHEHHWs HMCTeK K | sHBaps roga, B KOTOPOM
cocTaBiieH akT. Hanpumep, 3akoHueHHble B 2014 roay nena ¢ 3-I1€THUM CPOKOM XpaHEHMs, MOTYT OBITH
BKJIIOUEHBI B aKT, KOTOpBINA OyJeT cocTaBieH He paHee 1 suBaps 2018 roxa.

8.64. Jlena ¢ ormerkont "OIIK" <36> moanexar MOJUCTHOMY NMPOCMOTPY B LENAX BBIABICHUS
JOKYMEHTOB, TOJJIeKAIIUX TOCTOSIHHOMY XpaHEHHI0. BbIsBIeHHBbIE B TaKuX JejlaX JIOKyMEHTBI
MOCTOSTHHOTO XPAHEHHUsl BBLACISIOTCS M MPHCOEAUHSIOTCS K OJHOPOJHBIM JiefaM Wid (GOpMHUPYIOTCS B
CaMOCTOSITEIIbHBIE JIENA.

<36> Otmertka "DIIK" o3HauaeT, 4TO 4acTh JOKYMEHTOB MOXET OBITh OTHECEHA K CPOKY XpaHEHUS
"NOCTOAHHO".

OcranbHble JOKYMEHTHI Aena ¢ otMeTkor "OIIK" Bkitouarores B akT, mpu 3ToM otMerka "OIIK" B
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AKTC HC YKAa3bIBACTCA.

8.65. Akt o BBIACIICHUUM K YHHYTOXCHHIO JOKYMCHTOB, HE IIOJICKAINIUX XPAaHCHUIO,
MNpEACTAaBIACTCA Ha PAaCCMOTPCHHUEC U COTJIaCOBAHUC 9K OAHOBPEMCHHO C OHNHUCAMU €I IMOCTOAHHOI'O
XpaHEHUA U 110 JINYHOMY COCTaBYy.

8.66. AKT 0 BBbIIEJICHUM K YHUUTOKEHHUIO TOKYMEHTOB, HE MOJUIEKAIINX XPAHEHUIO, YTBEPKIACTCS
pyKoBoJuTENeM opraHuzanuu mnocie yreepxkiaeHus OIIK apXuBHOro ydpexaeHus, rocyJapCTBEHHOIO
WM MYHULUIIAIBHOIO apXHWBa B COOTBETCTBUU C MPEAOCTABICHHBIMU €My IOJHOMOYMSIMH OIUCEN e
IIOCTOSIHHOTO XPaHEHMsl M COIVIACOBAHUS OIMCEH Jell IO JMYHOMY COCTaBy, IIOCIE 4Yero Jena,
BBIJICJICHHBIC TI0 KTy K YHUYTOKEHUIO, MOTYT OBITh YHHUYTOXCHBI.

8.67. Jlena, moJyiexaniye yHUYTOXKEHHIO, TIEpPealoTcsl Ha mnepepaboTky (yTuiuzanuio). [lepenaua
nen ohopMIIIETCS IPUEMO-CATOYHON HAKIIaTHOM.

[Tocie yHUUTOXCHHS JIel B HOMEHKJIATYpE JIe MPOCTABISIFOTCS OTMETKH, 3aBEPSIEMBbIC MOANUCHIO
cnernuanucta CiaykObl 1€TTONPOU3BOICTBA, U TATOM:

"VHuuroxkeno. CMm. akt N oT . [lognuce, naUIMALI, Gamems".

8.68. DJEKTpOHHBIE JOKYMEHTHl C MCTEKIIMMU CPOKaMHM XpaHEHMsI IOJJIekKAaT BBIICIECHUIO K
YHUYTOXXCHUIO Ha OOLIMX OCHOBAHUSX, IIOCJIE YEro MPOBOAMTCH MX (U3UUECKOE YHHYTOKCHUE WM
YHUYTOKCHHUE TPOTPAMMHO-TEXHUYECKUMHU CPEJICTBAMH C COOTBETCTBYIOUIEH OTMETKOW B akTe O
BBIJICJICHUU K YHUYTOKEHHIO DJICKTPOHHBIX JJOKYMEHTOB.

3J'I€KTpOHHBI€ JOKYMCHTBI CYUHHUTAIOTCA YHHUYTOXCHHBIMHU, CCJIIM WX HCJIb3Ad BOCCTAHOBUTH
cpeacTBaMu PIH(I)OpMElLIPIOHHOfI CUCTEMBI Ha HOCHUTCIIAX I/IHq)OpMaI_II/II/I " U3 PE3CPBHLIX KOITHH.

8.69. AKTBHI O BBIJICJICHHH K YHUYTOXXEHHUIO JIOKYMEHTOB, HE MOJUICKAIUX XPAHCHUIO, XPAHATCS
MOCTOSIHHO B Jiene GoHma.

IX. OpraHusauus gocTyna K OKYMeHTaM U UX UCNONb30BaHus

9.1. Beimaya gen, Haxomsmmxcs Ha XxpaHeHun B CiyxOe IelIOmpou3BOJCTBA, CTPYKTYPHBIX
MO/Ipa3/JIeJIEHUSAX OpraHu3aluy paOOTHUKAM APYTUX IMOApAa3/eIeHUN A O3HAKOMJIEHMS M (WiIn) JUIs
BPEMEHHOI'0 HCMOJIb30BaHUS B Pab0OTe MPOU3BOAMTCA MO 3ampocaM, MOANUCAHHBIM PYKOBOJUTEIEM
(3aMecTUTENIEM PYKOBOJMTENSA) CTPYKTYPHOTO TMOAPA3ACIICHHs, 3alIPAlIMBAIONIETO JIeJ0 (IOKYMEHT) U C
pazpemienust pykooautens Ciay)Obl AeTOMpPOU3BOACTBA WU CTPYKTYPHOTO MOpa3AeIeHHs, TOKYMEHTHI
KOTOPOTO 3aIpalInBalOTCs.

9.2. [lena, HOKyMEHTHI BBIIAIOTCS BO BPEMEHHOE TMOJB30BaHUE PaOOTHHUKAM OpraHU3allii Ha CPOK
He 0oJiee OMHOTO MecsIia.

FOCY,Z[apCTBCHHBIM opraHam (Cy,Z[C6HBIM, MMPaBOOXPAHUTCIIbHBIM, OpraHaM TroCyaapCTBECHHOI'O
KOHTPOJIA H Ha)130pa) Aciia U OTACIBHBIC AJOKYMCHTBI BBIAAIOTCA HAa OCHOBAHHWU HX IMHMCbMCHHBIX
3aIpoOCOB € PA3PCIICHUA PYKOBOAUTCIIA OpraHrU3allvi WJIW MHOTO YIIOJIHOMOYCHHOI'O UM JIKIia, 110 aKTaM
Ha CpOK HE Oouee mecTu MECAILICB.
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HpI/I HCO6XOI[I/IMOCTI/I CPOK HCITIOJIb30BaHHA JOKYMCHTOB MOKCT OBITh MMPOAJICH.

9.3. B nucbMeHHOM 3ampoce padOTHUKOB OpraHU3alMK O BblJaue JOKYMEHTOB (eJ1) BO BpeMEHHOE
MOJIb30BAaHUE M3JIaraloTCsl MPUYUHBL, IO KOTOPBHIM 3alpalirBaeTcss Jejd0 (JIOKYMEHT) U Lelb
UCIOJIb30BaHUS JJOKYMEHTOB, HaXO/IALINXCS HA ONEPATUBHOM XPaHEHUH.

9.4. Ha BbIIaHHOE J€110 3aBOJUTCA KapTa-3aMeCTUTENb, [IOMENaeMas Ha MECTO BBIIAaHHOrO feina. B
HEH YKAas3plBaIOTCS MHJAEKC [eNa, Aara €ro BblAaud, KOMY JEJI0 BBIJAHO, JaTra €ro BO3BpaLICHMS,
npeaycMaTpUBarOTCs rpadbl Ui NOANKMCEH B MOIyUYEeHUH U TIpUEMe Jena.

Ha wmecTto wu3bATOrO0 mNOJIMHHUKA JOKyMEHTa paboTHHK CiyxObl JeONpOU3BOJACTBA WU
JEeJI0TIPOU3BOAUTEIND MTOAPA3AEICHUS BKIABIBACT B A€JI0 JUCT-3aMECTUTENb C YKa3aHUEM, KOI/la, KOMY U
Ha Kakoil CpOK BBIAAH JOKYMEHT W MOJINUCSIMU B IOJydeHMM U mpueme nena. Ilpu stom B neno
[IOMEIAETCs 3aBEPEHHAsI KOMUS JOKYMEHTA.

ITocne PCHICHHA BOIIPOCa, OJII PACCMOTPCHHA KOTOpPOro nacia (,Z[OKYMGHTLI) HU3bIMAJINCh IIO
3arnpocaM TroCyYyJapCTBCHHBIX OpPraHoB, IMOJJIMHHHUKHK JOKYMCHTOB JOJIXKHBI OBITH BO3BpaliCHbI B
OpraHu3aluIo 1 IIOMCUICHBI B ACJIO.

9.5. DnexTpoHHBIE JOKYMEHTBI, HAXOJSIIMECS Ha OINEpPaTUBHOM XpaHEHHMH B 0a3ax JaHHBIX
MH(GOPMALIMOHHBIX CUCTEM, BBIJAIOTCS JUIS MCIOJIb30BaHMs B BUJI€ KOIMH 3JIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBHUHM € IMyHKTOM 2.51 IIpuMepHON HHCTPYKIUH.

9.6. ITopsnok goctyna paGOTHUKOB OpraHMU3aLUHU K JOKyMEHTaM, pa3MeniaeMbiM B COJ1 win uHOM
MH(OPMALIMOHHON CHCTEME, YCTaHaBIMBAETCAd JOKAJIbHBIMM HOPMAaTUBHBIMM aKTaMU OpraHM3alluH,
OIPENIENIAIONMMH  TOPSIIOK  SKCIUTyaTallud HMH(GOPMAIlMOHHOM CHUCTEMbl, M B COOTBETCTBHM C
MIEPCOHAIILHBIMU YUETHBIMU 3alIUCSAMU paOOTHUKOB B COJI niau MHON MHPOPMAIIMOHHOM crucTeMe.

PaGoTHMKaM, HEe HMMEIOLIMM MpaBa JOCTyNa K COOTBETCTBYIOIIEH HH(OPMAIMOHHOW cucTEMe,
AJIEKTPOHHBIE JOKYMEHTHI BBIIAIOTCS B COOTBETCTBHHU ¢ MyHKTamu 9.1 - 9.3 TlpumepHoi HHCTPYKIHH, HA
¢usnyecku 000COONIEHHOM HOCHUTENE, BBICBUIAIOTCS IO  JJEKTPOHHOMY ajapecy pabOTHHKA,
3anpamyBaroIlero JOKyMEHT, WK UHBIM 00pa3oM.

9.7. B Cnyx6e n1enonpou3BOJCTBa, CTPYKTYPHOM MOJpa3JelIeHUH, BbIIABIIEM JEN0 (JOKYMEHT)
BEJIETCSI yUeT BBIJAHHBIX €N (JIOKYMEHTOB) U KOHTPOJIb MX CBOEBPEMEHHOTO BO3BpaTa. DJIEKTPOHHBIE
7eia (IOKyMEHTBI) BO3BPATy HE MOAJIEXKAT.

9.8. PaGoTHuKM opraHu3anui 0O0sS3aHbI O0ECHEYHMBATh COXPAHHOCTH IMOJIYYEHHBIX BO BPEMEHHOE
MOJIb30BaHKE JIOKYMEHTOB (1eJ1) Ha OyMa)XHOM HOCHTENE M MCIOJIb30BATh MOJIYUYEHHYIO0 HH(OpMAIUIO B
CIIy’)KEOHBIX ILIEJIIX B COOTBETCTBUM C TPeOOBAHUSIMH JOKAJIbHBIX HOPMATHBHBIX aKTOB. 3alpeliaercs
nepezaya TIOJYYEHHBIX JIOKYMEHTOB WJIM HX KONUM paboOTHMKaM JpYrux IMOJApa3/eieHul HIu
OpraHu3aIui.

9.9. WU3barue (BbIeMKa) JOKYMEHTOB, OOpa30BaBIIMXCS B JIEATEIHHOCTH OpTaHU3AIINH,
MPOU3BOAUTCSA B COOTBETCTBHUM C 3aKOHOAATENLCTBOM Poccuiickoit @enepanuu.

9.10. U3zbsTHEe (BBIEMKA) JOKYMEHTOB MPOHM3BOJIUTCS Ha OCHOBAaHMHM MHCbMEHHOTO PACIOPSKEHUS
(mocTaHOBNIEHUSI) COOTBETCTBYIOILEIO OpraHa BJIACTU C pa3pelleHus PYKOBOAMTENS OpraHU3alH WU
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HWHOI'0 YIIOJJHOMOYCHHOI'O UM Jinla ¢ U3BCUICHUCM PYKOBOJIUTCIIA MMOAPA3ACIICHUA, JOKYMCHTBI KOTOPOI'O
HU3BbIMAKOTCA.

9.11. ®akt u3bATUSA (BBIEMKH) JOKYMEHTOB (PUKCHPYETCS B MPOTOKOJE (AKTE) M3BATHUS (BHIEMKH)
JOKYMEHTOB, KOTOPBIH COCTaBJISIETCA HE MEHee YeM B JBYX OK3eMIUIIpaX U MOJANUCHIBACTCA
YIIOJTHOMOYEHHBIMHU MPEICTABUTEISIMU OPTaHN3alMU U COOTBETCTBYIOIIETO rOCyIapCTBEHHOTO oprana. K
MPOTOKOJTY (aKTY) MIPHJIATaeTCsl OMHUCH (PEecTp) U3BATHIX JOKYMEHTOB (Z1€1).

9.12. Ilpu n3pATHN NOAJMHHUKOB TOKYMEHTOB B JIEJIO TIOMEUIAETCS 3aBEPEHHAsi KOIUS JOKYMEHTA,
Ha 000pOTe KOTOPOH yKa3bIBae€TCs OCHOBAHUE W3bATHUS MOJJIMHHUKA, CPOK BO3BpATa, JaTa U IMOJAIUCH
pabOTHHKA, OTBETCTBEHHOTO 32 (POPMHUPOBAHUE H/UITN XpaHEHHE JeTIa.

9.13. HOI[J'II/IHHI/IK AOKYMCHTA, U3BATHIN U3 AcJIa Ha OCHOBE COOTBCTCTBYIOLICTO PCHICHUS, ITOCIIC
PaCCMOTPCHHUA U PCIICHUS BOIIPOCA, BO3BPAIIACTCA B ACIIO0, IIPHU 9TOM KOIIHMA, IOMCIICHHAA B CJI0O BMECTO
IIOJJIMHHUKA, U3BIMACTCA.

X. U3roTtoBneHue, y4yeT, UICNONb3OBaHWEe N XpaHEeHME nevyaTen,
WwTamMnoB, 6NaHKOB JOKYMEHTOB, HOCUTESIEN ANTIEKTPOHHbIX NOANMUCEN

10.1. brnanku oOpraHu3almOHHO-PACHIOPAIUTEIBHBIX JOKYMEHTOB pa3padarsiBatoTcsi Ciyxk0oit
JIeTIOTIPOU3BOICTBA. BUjibl OJ1aHKOB OpraHU3alMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB, TPEOOBAHHS K MX
opopMIeHHI0O W WCIOJB30BAHHIO  YCTAHABIMBAIOTCS  MHIUBUAYAJBHOW  HMHCTPYKIMEH IO
JeTIOTIPOU3BOICTBY OpraHH3aIINH.

10.2. O6pa3ipl 61aHKOB JOKYMEHTOB YTBEPXKIAIOTCS B COCTaBE MHAMBHUIYaTbHON WHCTPYKIIUU TIO
JIENIOTPOU3BOJICTBY WJIH MTPUKA30M PYKOBOJIUTENS B COCTaBE KOMILIEKTa (aibOoMa) OIIaHKOB.

10.3. B opranusanv Ajid MOATOTOBKHM ATOKYMCHTOB MOTYT HCIIOJIB30BaTbhCA OnaHKu AOKYMCHTOB,
HU3TOTOBJICHHBIC TI/IHOl"pa(I)CKI/IM CITOCOOOM TN cpeacrsaMu OHepaTHBHOP’I nonnrpa(blm.

Opranuzanuy BOpaBe NpPU MOJATOTOBKE JOKYMEHTOB HCIOJIb30BaTh 3JIEKTPOHHbBIE HIA0JIOHBI
OnmaHKOB. DIEKTPOHHbIE IIAOJOHBI OJAHKOB JIOJDKHBI COOTBETCTBOBAaTh 0Opa3laM  OJIaHKOB,
YTBEPKICHHBIX PYKOBOJIUTEIEM OpraHU3AINH.

10.4. bnanku OpTraHHU3allMOHHO-PACTIOPAAUTCIIBHBIX TOKYMCHTOB, IIPUMCHSACMBIC B OpraHU3alluu, HE
MOTYT MIEpCAaBaThLCA APYIruM OpraHu3anusiaM, 1O0JKHOCTHBIM U (1)I/ISI/I‘I€CKI/IM JIMIIaM.

10.5. Cnyx6a nenonpou3BOACTBA OPraHU3AIIUN:

oopMmIIsieT 3aKka3bl HAa U3TOTOBJIEHHE OJAHKOB OpraHU3alMOHHO-PACIIOPAIUTENbHBIX JOKYMEHTOB
TUNIOTPa)CKUM CIIOCOOOM HITM CPEICTBAMH OTIEpaTUBHOM monurpadpum;

OCYIICCTBIIACT XPaHCHHUC 0JIaHKOB OpraHnu3alluOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB U BbIJa1y HX
B CTPYKTYPHBIC ITOAPA3ACIICHUS OPraHU3aIliuu;

OCYIICCTBIIACT KOHTPOJIb 3a MMPpaBUIbHOCTBIO HCITIOJIb30BaHUA OJ1aHKOB
OpraHnu3alluOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB <37>.
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<37> HWHauBUAyadbHOH WHCTPYKIHMEH IO JCJIONPOM3BOJCTBY OpraHU3AIlMd MOXET OBITh
MPEIyCMOTPEHO BEACHHUE yueTa OJaHKOB JOKYMEHTOB.

10.6. B opranuzauuu B cOOTBETCTBUU C DenepasbHbIM KOHCTUTYLIMOHHBIM 3akoHOM "O
I'ocynapcrBenHom rep6e Poccuiickoit deneparun” <38> 1 ycTaBOM OpraHU3AIMK HCIOJIb3YETCs TeYaTh
¢ BocripousBeneHueM ['ocynapcTBenHoro repoa Poccuiickoit deneparuu (nanee - medarb OpraHu3ariim).

<38> @enepanbHbIi KOHCTUTYLUMOHHBIM 3akoH oOT 25 nexabps 2000 r. N 2-®K3 "O
l'ocynapctBennom repbe Poccuiickoit @enepanuun" (CoOpanue 3akoHomarenbcTBa Poccuiickoit
@enepauun. 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 OopraHu3alu TaKKC MOI'YT HCIIOJIb30BATHLCA II€YATU HonpasneneHHﬁ, neyatu i1 IIaKCTOB H
OTACIBbHBIX KaTeFOpI/Iﬁ JOKYMCHTOB, a4 TAaKKC MCTAJUIMYCCKUC BBDKMMHBIC II€YATU I OICYATbIBAHUSA
HOMCH.[CHI/II‘/'I " YAOCTOBEPCHUA CIICHHUAIIBHBIX IIPOITYCKOB.

B opranuzanuym MOXET MCNONB30BaThCsl IITamMN (IITaMIbl) € (AKCUMMIBHOM MOJIHUCHIO
PYKOBOAMTEIIA U UHBIX JTOJDKHOCTHBIX JIULL.

HOprI[OK HUCIIOJIB30BaHUA INITAaMIIOB C (1)3KCHMI/IJIBHOI71 NOATIUCBIO PYKOBOJUTECIIA W HHBIX
JOJDKHOCTHBIX  JIMIT <39>, BUAbI JOKYMCHTOB, [IOAIIMCBIBACMBIX q)aKCHMHHLHOﬁ MO CBIO
YCTaHaBJIMBACTCA JIOKAJIbHBIM HOPMATUBHBIX aKTOM OpraHU3allvu.

<39> C yderoM mosioxeHudd myHkTa 2 ctathbu 160 uwactu I ['paxkmanckoro konekca Poccuiickoit
Oenepannu (Cobpanue 3akoHonatenbeTBa Poceuiickoit @epeparuu. 1994, N 32, cr. 3301; 2011, N 15,
cT. 2038).

10.7. TlewaTp opraHuzanuu C BocIpousBeAeHHEeM ['ocynapcTBeHHoro repba Poccuiickoit
denepany 10JKHA COOTBETCTBOBaTh TpeboBaHMsM, yctaHoBieHHbIM ['OCT P 51511-2001 "Ilevaru c
BocnpousseseHueM I'ocynapcrsennoro repda Poccuiickoit ®enepanuu. ®opma, pasmepbl 1 TEXHUYECKHE
TpeboBanus" <40>.

<40> T'OCT P 51511-2001 "Ileuatu ¢ BocnpousBeneHueM ['ocynapcrBeHHoro repba Poccuiickoii
Oenepaunn. Popma, pazmepsl U TexHuueckue tpedosanus". - M.: UIIK U3n-Bo cranmaptos, 2004, c
n3MeHeHusiMu N 1 - 4,

10.8. Ileyatn W mITaMIIbl OpPraHMU3AIMHM WM3TOTABIMBAIOTCS B KOJWYECTBE, HEOOXOAMMOM IS
OCYIIIECTBJICHUS TTOAPA3ACIICHUSIMI OPraHU3allMd U €€ PabOTHUKAMHU BO3JIOKCHHBIX HAa HUX (PYHKITUH.
Pemenrie 00 M3roTOBICHUH M KOTUYECTBE DK3EMILISIPOB TeUaTel U MITAMIIOB IPUHUMAET PYKOBOJIUTEIND
OpraHU3aIMH 110 TIPEACTABICHHUIO PyKOBOauTENs Cy>KObI 1€TONPOU3BOICTBA OPTaHU3AIIUH.
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JoxkymenT npenoctasien Koncynsrantlmoc
Jarta coxpanenus: 22.08.2018

Ecnu neuath OopraHu3alv UCIOJB3YCTCA B HCCKOJIBKUX 3K3CMILIAPAX, HOMEP 3K3CMILIApaA MICHATHU
YKa3bIBA€TCA B KIIMIIC II€YATH ITPU €€ N3IrOTOBJICHUU.

10.9. Ilewarbto opraHu3alUy 3aBEPSIOT IOAJMHHOCTH IMOANMCH PYKOBOJUTENS OpraHU3aluu U
UHBIX YIIOJTHOMOYEHHBIX UM JIULI, HA IOKYMEHTaX U KOMHUAX JOKYMEHTOB B COOTBETCTBUH C ITYHKTOM 2.49
[IpuMepHOI UHCTPYKLIMH.

10.10. Ileyatn m IITAMIIBI BBIAAIOTCA JJIsA HCIIOJIb30BaHUA pa6OTHI/IKaM, OTBECTCTBCHHBIM 3a HX
HCIIOJIb30BAHHUC W XPAHCHHUC 110 IMOAIMUCH B KYPHAJIC Yy4CTa rmeJyaTreil M IMTaMIIOB. YUeT IedaTew u
IITaMIIOB OpraHru3alun BEACT CJ'Iy>K6a ACJIOIIPOM3BOACTBA UJIM MHOC ITOAPA3ACIICHUE OpraHru3aliu.

10.11. Ilpu ucnonp3oBaHuK B pabOTe MeYaTW M IITAMIBl XPAHATCS B 3aMUPAONIMXCS MIKadax
(cefiax) paOOTHUKOB, OTBETCTBEHHBIX 3a XPaHEHHE U HCII0JIb30BaHKUE NIeyaTel U ITaMIIOB.

10.12. Tlepenauya meuyaTeil ¥ ITaMIIOB MOCTOPOHHUM JIMIIAaM HE JoIyckaercs. BelHOC meuareil u
LITaMIOB 32 IpeZesbl OPraHU3alM BO3MOXKEH B MCKIIOUUTENBHBIX CIydasxX 10 PEelICHHIO PYKOBOJCTBA
OpraHusanuu (Hampumep, pu NOJIUCAHUU JOTOBOPOB).

10.13. Cnyx0a 1enomnpon3BOACTBA OpraHU3aAIMHN €KETOJHO MPOBEPSET COOM0IeHHE paOOTHUKAMU
YCJIOBHHM HCIONB30BaHUS M XpaHEHUs TeyaTell M IITaMIIOB B CTPYKTYPHBIX IOJPa3IeICHHIX
OpraHu3aIyu.

10.14. ITpueanue B HETOHOCTh M YTPATUBILIKE 3HAYEHUE [1€YaTH U IITaMIIbl MOJUIEKAT BO3BpaTy
B CayxOy 1enonpou3BOACTBa WM HMHOE IOJPAa3/ieleHue, Ha KOTOPOE BO3JIOKEH YYeT meyaTed u
LITAMIIOB, Ul [IEHTPAIM30BAHHOTO YHUUTOXKEHUS. [ledaTn yHUYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH
OTMETKOH B KypHAJIE y4eTa [eyaTel U MITaMIIOB.

10.15. JIns oOMeHa 3JIeKTPOHHBIMU JOKYMEHTaMH mnocpenactBoM MDOJIO B opraHuzamuu JOJHKHBI
HCIIOJIb30BaThCS YCHIICGHHbIE KBaTU(UIIMPOBAHHBIE dNIEKTPOHHBIE ToAMUCcH. COCTaB AOMKHOCTHBIX JIUIL U
paOOTHUKOB OpraHW3allid - BIIAJIETBIEB YCHJICHHBIX KBaTU(UIIMPOBAHHBIX AJICKTPOHHBIX IOITUCEH
JIOJIKEH ONPEENATh PYKOBOAUTENb OPraHU3alIuH.

10.16. Ilpu nepenaue opraHuzanueil 3JIEKTPOHHBIX JOKYMEHTOB Ha 3JEKTPOHHBIM ajapec apyroi
OpraHu3al|y, a Takke Ui oOMeHa IEKTPOHHBIMU JTIOKyMeHTaMu nocpeactBoM COJl B opraHusanuu u
€C noApa3aAcCIICHUAX MOTYT HCIIOJIB30BATHCA YCUJIICHHBIC HCKBaJ'II/I(l)I/IIII/IPOBaHHI)IC OJICKTPOHHBIC ITOATINCH
W/WIIM TIPOCTHIE JIEKTPOHHBIE MOANKCH (J1aee - JIeKTPOHHAs MOJIINCh) B COOTBETCTBUM ¢ DeiepaabHbIM
3akoHOM OT 6 ampenst 2011 r. N 63-®3 "O06 snexktpoHHOM moanucu" <41>,

<41> ®enepanpublit 3akoH o1 6 anpens 2011 r. N 63-®3 "O6 snexrponno noamucu" (Cobpanue
3akoHoarenbcTBa Poccuiickoit @enepanun, 2011, N 15, ct. 2036; N 27, ct. 3880; 2012, N 29, ct. 3988;
2013, N 14, ct. 1668; N 27, ct. 3463, ct. 3477; 2014, N 11, ct. 1098; N 26, ct. 3390; 2016, N 1, cT. 65; N
26, ct. 3889).

10.17. Dnexkrponssiii nokymeHT B COJl opraHu3anuu, NMOANMCAHHBIN 3JIEKTPOHHOW IOJIIMUCHIO,
MIPU3HAETCSI PaBHO3HAYHBIM JOKYMEHTY Ha OyMa)kHOM HOCHTENEe, MOANUCAHHOMY COOCTBEHHOPYYHOM
NOJNUChI0 U HMEET OAWHAKOBYIO C HHUM IOPUIMYECKYIO CHUJIY HIpU OJHOBPEMEHHOM COOJIOJACHUU
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JoxkymenT npenoctasien Koncynsrantlmoc
Jarta coxpanenus: 22.08.2018

CHEAYIOLIUX YCIOBUM:

KIIFOY TOJIUCH, OTHOCSAIIMICS K KOHKPETHOM 3JEKTPOHHOW MOANKCH, HA MOMEHT IOANMCAHUS
3JIEKTPOHHOTO IOKYMEHTA SIBJISIETCS EHCTBUTEIBHBIM (JIOCTOBEPHBIM), HE YTPATHI CHITYy (HE OTO3BaH);

HOJTBEPK/I€Ha MOJAIMHHOCTD 3JIEKTPOHHOM MOANNCH B 3JIEKTPOHHOM JOKYMEHTE;
JaTa ¥ BpeMsl CO3J[aHus AJIEKTPOHHON noAnucy 3apukcuponansl B COJ1;

OJICKTPOHHAA IMOAINHUCH MCIIOJIB3YECTCA B COOTBCTCTBMM C YCTAHOBJICHHBIM B OpraHu3alun
pacnpeaciiCHUEM 1paBa NOAINCH JOKYMCHTOB MCXKY JOJDKHOCTHBIMU JIMIIAMU U pa6OTHI/IKaMI/I.

10.18. I'enepanuio u xpaHeHue kKiodeil HekBanupuuupoBanHoit u npoctoir 1 B COJ| momxen
ocymIiecTBIATh agmuuuctpatop CO/1.

10.19. Cnyx6a n1enonpous3BOJCTBA WIH HHOE MOJpa3felieHue OpraHHu3alMi BEAET y4YeT KItouei
AJIEKTPOHHBIX TMOANMHCEN <42> B cHEUAIbHOM >KypHaje. Bblgaua MaTepHalbHBIX HOCHUTENEH
ANEKTPOHHOW TMOAMMCH M UX BO3BpAT MO HCTEUCHHH CPOKa JIEUCTBUS OCYIIECTBISIETCSA IMOJ MOMANUCH
pabOTHHKA B )KypHaJIE.

<42> Buapl 53JIEKTPOHHBIX MOANMCEW, HCIOJIb3YEMBIX B OpraHU3allMM, YCTAHABIMBAIOTCA
OpraHu3aLMeN U 3aKPEIIAIOTCA B JIOKAJIbHOM HOPMAaTUBHOM aKTe.

10.20. Co3manue naposeid i HMPOCTOW AIEKTPOHHOW IOJIMUCH OCYLIECTBIISIETCS B IOPSIKE,
YCTAaHOBJIEHHOM JIOKQJIbHBIM HOPMAaTHBHBIM aKTOM OpraHM3alli{, YCTAaHABIMBAIOUIUM IOPSI0K
skcrutyataruu CO/1 1 Ucnonb30BaHMs AJIEKTPOHHBIX MOANUCENH pU paboTe ¢ JOKYMEHTaMH.

10.21 Kuntou snexkTpoHHON mnoanucH, wucronbdyeMoil B COJl, sBusercs KOHOUACHIMAIbHON
uHpopManrel 1 3alMIaeTcss B COOTBETCTBUHU C 3aKOHOAaTeNIbeTBOM Poccuiickoii deneparu.

[Ipunoxenne N 1
peKoMeH1yeMblii oOpasery

HaunmeHnoBanue oprana rocyjapCTBEHHOM BIaCTH

denepanbHOE OIOIKETHOE YIPEKICHHE YTBEPXJAIO
"HAYUYHO-UCCJIEAOBATEJIbCKMM HEHTP upexrop ®BY

"HAUMEHOBAHUWE OPI'AHU3ALITUI" "HaumenoBanue opranuzanuu”
(OBY "HUILJ ...") [Mogmucy  MN.O. ®amumnus
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I[TOJIOKEHHME [Hata

N
00 oT/eIe HAYYHO-TEXHHYECKONH HHPOPMALIUT

Mocksa

1. OOuIMe OJI0KEHUSA

1.1. Orgen HaywyHO-TexHHWYeckor wHpopmanuu (nanee - OHTU) sBrnsercs camMOCTOSTEIbHBIM
CTPYKTYpHbIM  mogpazneneHueM DOBY  "HaumenoBanue  opraHuzanuu”,  OCYIIECTBISIOILINAM
nH()OPMAIMOHHOE OOCITY)KMBaHWE HAYyYHO-HCCICAOBATEIHCKUX W TMPOSKTHBIX TIOAPA3JICICHHA H
OpraHu3alfii HayuHO-METOANYECKON HHpOpMAIIUel 10 HayKe U HAyYHO-TEXHUUYECKOM MOJIUTHUKE...

1.2. OHTU Bo3rnaBisgercs 3aBeAyIOIIMM M HENOCPEACTBEHHO IOAYMHAETCS 3aMECTUTEIIO
mupekropa ®bY "HanmenoBanue opranuzauuu”, kypupyrouiemy aeareasnocts OHTU.

1.3. 3aBenyromuit OHTU Ha3Hayaercss HAa JOJDKHOCTh U OCBOOOXKIAETCS OT JODKHOCTH MPUKa3aMu
nupektopa ObY "HaumenoBanue opranuzanuu’ B COOTBETCTBHH C 3aKIIOYEHHBIM TPYIOBBIM JOTOBOPOM
1o mnpencTaBieHuto 3amectutens aupekropa OBY "HaumenoBanue opranuzammu', KypHpPYIOIIETO
nesarenpbHocTs OHTU.

1.4. OHTU cocroutr u3 dYeThIpeX CTPYKTYPHBIX NOJpa3JeCHUI: cekTopa HH()OPMAIMOHHOTO
obecriedeHUss U BEICHMsS  CIpPaBOYHO-MH(OpManmuoHHOro  (oHma,  cekTopa  3apyOexHOM
HAayYyHO-TEXHUUYECKOM HHpopManuu B cdepe MHHOBALUH, CEKTOpa AJIEKTPOHHBIX PECYPCOB
Hay4YHO-TEXHMUYECKON MH(DOPMAIIUH U PeJaKIIMOHHO-U31aTeIbCKOIO CEKTOpA.

1.5. Peopranmzanms wu sgukBugaus OHTU  npoBoautcs mnpukazamu gupektopa DOBY
"HaumenoBanue opranuzanun’ ...

[Tpunoxenne N 2
pPEKOMEHIyeMblIii 00paser]
HaumenoBaHue oprana rocy1apcTBeHHON BIIACTH
denepanbHOE OIOIKETHOE YUPESKICHHUE

"HAYYHO-UCCJEJOBATEJILCKUI [IEHTP
"HAUMEHOBAHUWE OPI"AHU3ALIMIT"

(OBY "HULT ...")
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[TPUKA3

25 oktsi6ps 2017 r. N 125

MockBa

O co3maHuu SKCHEPTHON KOMUCCUU

U YTBEPKJCHUH ITOJI0KEHUS O HEN

B oeaxX YyIydlICHUS OpraHu3anuu ACJIOINPOMU3BOACTBA MU APXHMBHOI'O XpPaHCHHUA JOKYMCHTOB,
oOpazyromuxcsi B nearenbHoctd DPBY "HaummenoBanue opranuzanuu", coOntojieHuss TpeOoBaHUM
3akoHoarenscTBa Poccuiickoit deneparuu B chepe apXUBHOTO JieTia ... IPUKA3BIBAIO:

1. Co3nats 3xcnepTHyr0 Komuccuto ®bY "HanmenoBanue opranuzauuu’ B cocTtase:
npejceaaTenb - 3aM. TeHepanbHoro aupexkropa @amunus 1.0,
cekpeTaps - aesonpousBoauTens Gamunus 1.0

YiIeHbl: HavyalbHUK  obmero otnena @Damunusa M.O., 3amectuTens  3aBEIYIOLIETO
IUIaHOBO-3KOHOMUYeckuM oTaenoM Pammnusg U.0O., 3amecturens rinaBHoro oyxrainrepa @amunus 1.0.,
3aBeAyomuii otaenoM kaapoB damwmmms M.O., 3aBeayromuii OTACIOM WHHOBAIMOHHBIX TEXHOJIOTUH
®amunus M.0., 3aBeayronmil 0TAEI0M 3KCIIepUMEHTaNbHBIX uccienoBannii ®amunus 1.0.

2. YTBepauts [TonoxxeHnne 06 3KkCnepTHON KOMUCCUU (TIPUITOKEHHE).

3. KoHTponb 3a uCIONHEHHWEM MpHKa3a BO3JOKUTh HA 3aMECTUTENs TeHEepaIbHOTO IHUPEKTOopa
Damumua U.0.

Jupekrop IToamuce N.0. ®amunus

[Ipunoxenne N 3
pPEKOMEHIyeMblIii 00paser]
HanmeHoBaHMe OopraHa rocy1apCTBEHHOH BIIACTH
denepanbHOE OFOHKETHOE YUPEKICHNE

"HAYYHO-UCCJEJOBATEJILCKHI [IEHTP
"HAUMEHOBAHUWE OPI"AHU3ALIMI"
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(OBY "HUL] ...")
PACIIOPSKEHUE
N
Mocksa

O noaroToBke NpeIoKEHUM
k mnany HUOKP na 2018 1.

B cBs3u ¢ popmupoBanuem [Tnana HUOKP na 2018 roa, ¢uHaHCHpYyeMBIX U3 TOCYIapCTBEHHOTO
OroKera:

1. PykoBoautensimM HaydHO-HccaenoBaTenbekux noapasaenenuii (Gavumus 1.0., Gamumus U.0.,
@amunusa 1.0., Gamunus 1.0.) noAroToBUTH M MPEACTaBUTh YYEHOMY CEKpPETapro IMPEAJIOKEHUs K
mnany HMUOKP na 2018 rox B cpok g0 15.06.2017.

2. Yuenomy cekperapio (Gamunus 1.0.) obecneunts popmupoBanue npoekra miana HUOKP na
2018 roa, puHAHCHUPYEMBIX U3 FrOCyAapcTBEHHOro OropkeTa, B cpok Ao 01.07.2017.

3. KoHTpoib 32 HCHONHEHUEM PAaCHOPSDKEHUS BO3JO0XKUTH HA 3aMECTUTENS UPEKTOPA 0 HAyIHOU
pabore @amunus 1.0.

Jupexrop IToanuce N.0. ®amunus

[Ipunoxenue N 4
PEKOMEHTyeMBbIi1 00pazell
HanmeHnoBanue oprana rocyaapCTBEHHOM BIaCTH
denepanbHOE OI0KETHOE YUPEXKICHUE

"HAYYHO-UCCJEJOBATEJILCKUIA [IEHTP
"HAUMEHOBAHUWE OPT"TAHU3ALIUN"

(OBY "HUILI ...")

I[TPOTOKOJI
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Mocksa
3aceIaHus IUPEKIUN
IIpencenarenscTByromuii - @amunus 1.0.
Cexperapsp - @amumnus 1.0.
[IpucyrcrBoBanu: 17 yenoBek (CIUCOK MPUIIATAECTCS )

I[TOBECTKA JJHA:

1. O mepax no peanuzanuu GeaeparbHON IEICBON POTPaAMMEI ...
Hoxnan 3amectutens nupekropa @amunusa 1.0.
2. ...
1. CJIVIHAJIU: ITerpos ILIL. - TekcT mokiana mpuiaraetcs.
BBICTYITNJIU:
®ammiug W.0. - kpaTkas 3auch BICTYIUICHUS.
®amunus N.0. - kpaTkas 3anUCh BBICTYIUICHUS.
PEHINJIN: (ITOCTAHOBWJIN)

1.1. CdopmupoBath BpeMEHHBIE TBOPYECKHE KOJUIEKTHBBI MO pealM3allMd MPOEKTOB (heaepanbHOi
LIEJIEBOU POTPAMMBHI ...

1.2. IToaAroTOBUTH U YTBEPAUTH IJIaHBI paOOTHI IO MPOEKTaM (eiepaTbHON 1eTIeBON MPOTrPAMMEI ...

2. ...

[IpencenarenbCcTByrOMINI [Toanuce N.0. ®amunus

Cekperapb [Toanuce N.0. ®amunus
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[Tpunoxenue N 5
pPEKOMEH1yeMblii 00pasery
HaumeHoBaHnue oprana rocy1apcTBEHHON BIACTH
®enepanbHOE OI0KETHOE YUPEKICHUE

"HAYYHO-UCCJEJOBATEJILCKHI1 [IEHTP
"HAUMEHOBAHUWE OPT"TAHU3ALIUN"

(OBY "HUL] ...")

[MTPOTOKOJI

Mocksa
OIIEPaTUBHOTI'O COBEIIAHHUS
Yy 3aMECTHUTENIS JUPEKTOPA LEHTpa
3amecturens qupekTopa - @amumiug 1.0.
Cekperapsb - @amunus 1.0.

[IpucyrcrBoBanu: @amumiug 1.0., @amunus N.0., Gamunus U.0O. ...

1. O6 opranuzaruu odcnenoBanus o reme HUOKP ...

(®amunus 1.0. <*>, Gamunus U.0., @amunus 1.0.)
1. YcraHoBUTE, UTO ...

2. PykoBonutento tembl (Pamunust 1.0.) o6ecieuuTs KOHTPOIIb ...

2. 006 yyactuu B 3acejlaHUH paboueil rpymsl 1o ...

(amunus N.0. <*>, Gamunus U.0., Gamunus 1.0.)

1. IToaroToBUTH K 3aceaHuIo paboyei rpymIbl MaTEPHAIIB O ...

3aMecTUTeNb JUPEKTOPa IMoamuce 1.0. ®amunus

KouncyabrantIlitoc
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"O6 yrBepxkacHun [IpuMepHOI MHCTPYKIUHM O JCTONPOM3BOCTBY B Hoxyment npenocrasien Koucyn "Tza;(T)?;(;?g
rOCY/IapCTBEHHBIX OPraHU3alL... Jata coxpanenus: 22.08.
Cexkperapb [Toanuce N.0O. damunus

<*> [lepBoil yka3piBacTCcs (aMIIIMSg M WHHUIMATIBl OCHOBHOTO JOKJIAT4HKa, 3aTeM - (haMUIUu U
WHUIUAIBI JIUL, Y4aCTBOBABIIUX B 00CYX/IEHUU BOMpOCa.

[Tpunoxenue N 6

pPEKOMEH1yeMblii 00pazely

HaunmeHnoBanue oprana rocyaapCTBEHHOM BIaCTH

DezepanbHOE OIOUKETHOE YIPEKICHUE Pextopy
"HAYUYHO-UCCJIIEAOBATEJIbCKUU HEHTP (HaumeHoBaHue yueOHOTO 3aBEICHNUA)
"HAUMEHOBAHUWE OPT’AHU3ALINN" ®amumus U.0.
(®BY "HULT ...") IToutoBBIl aapec

Jlenunckwuit mpocr., 1. 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;
MHH/KTIIT 7708033109/771001024

30.08.2017 N 01-22/345

Ha N oT

OO0 yuyacTuu B aHKETHPOBAHUH

VBaxaemslid ims, OtuecTBo!

Hpe;:[ﬂaraeM Bam INPUHATL Y4YaCTHUC B AHKCTUPOBAHUU 06pa3OBaTCJ'IBHBIX opr aHI/ISaL[PIﬁ,
OCYIICCTBIIAOIINX IMOATOTOBKY CIICHUAIMCTOB 11O MHXXCHCPHBIM CIICHUAJIBHOCTAM.

AHKETHpOBaHHE TPOBOAUTCA HaMH B LeMsIX cOopa uHPOpMAIMK O BYy3aX, BBITYCKAIOIIUX
CIEIUATUCTOB HEOOXOAMMBIX HaM CIEIHUATBHOCTEH, KOTOPBIX B JAIbHEHIIEM MOXHO OBLIO OBl

MIPUBJIEKATH IS MPOXOXKIACHUSA IIPOU3BOACTBEHHOM IPAKTUKU U IOIOJHEHUsS LITaTa CIELUAIMCTOB Ha
MPEANPHUATUSAX OTPACIIH.

3aHOJ'IHCHHyIO AHKCTY IMPOCUM BBICJIATH B HAII aZpEcC.
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[Ipunoxxenue: Ankera Ha 2 1. B 1 3K3.

C yBaxeHuem,

Hupektop
1.T.H., Ipodeccop [Toamuck N.0. ®amunmst

damuius, UMsi, 0TIECTBO, peEePEeHT AUPEKTOPA

(495) 934-23-23; mail@techno.ru

ITpunoxenune N 7

pPEKOMEHIyeMblii 00pazely

HaumenoBanue oprana rocyaapcTBEHHOM
BJIACTH

CDeL[epaanoe 61’0,[[)KCTHOC YUPCIKACHUC
"HAYYHO-UCCJIEJIOBATEJILCKUI
LIEHTP
"HAMUMEHOBAHUE OPT AHU3ALTNIN"

(OBY "HULT ...")
AKT
05.08.2017 N 5

MockBa

IMPOBEPKHU TEXHUYCCKOTO COCTOSAHUA
OPITCXHUKU

OcnoBanue: npukaz ®bY "HHUIL ..." ot 30.07.2017 N 89 "O mpoBepke TEXHHYECKOIO COCTOSHUS
OPITEXHUKH, UCTIOIB3yEMOM OTAEIIOM JIETONPOU3BOICTBA" .

CocraBneH: 3aM. HayagbHUKa MH(OpManMoHHO-TexHHUUeckoro otaena @amummua UW.0O.;
HAYaJIbHUKOM  aIMUHUCTPAaTUBHO-XO3AHUCTBeHHOW  ciy:xObl  @Damumnusa UW.O., 3aB.  oTzaenom
nenornpoun3poctea Gamunus 1.0.

B Xo71¢ TpOBEepKH TEXHUYECKOTO COCTOSIHHUSI OPTTEXHUKH OTJIENA JICJIONPOU3BOJICTBA, MPOBEICHHOM
04.08.2017, ycTaHOBJIEHO ...
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IIpoBepkoil MpU3HAHBI HEPUTOJAHBIMU JUIS SKCIUTyaTaLlUN:

OTHEJI AEJIOITPOU3BO/JCTBA
JOKJIAJJHA A 3AIINCKA
10 oxtsa06pss 2017r. N 35

OO0 yBenMueHUU MTATHOU
YHCJIEHHOCTHU MO/Ipa3/iesieHus

IToamuce
IToamuce

IToamuce

VBaxaemsrit Ums OtuectBo!

N.0. ®amunus
N.0. ®amunus

N.0. ®amunus

[Ipunoxenue N 8

peKoMeH1yeMblii o0paser]

Hupexropy ®bY "HUILT ..."
Oamunus 1.0.

B cBsa3u co 3HAaUMTENBHBIM YBEIMUYEHHEM OOBEMOB 00pabaThIBA€MON KOPPECHIOHICHIINH,

HOCTyrIaIOH_Ieﬁ B CBA3HU C ....

mnmpomy Bac m3pickaTh BO3MOXKHOCTH YBCIWYNUTHL HITATHYIO YUCICHHOCTH OTACIAa Ha OJHY IAOJIKHOCTH

criequajincra 2-i KaTCropuu.

C yBaxeHueM,

3aB. oTIEeIOM

ITonmmce

N.0. damunug

[Ipunoxenne N 9

peKOMeH1yeMblii o0paser]
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Komy: PykoBonutensiM ynpaBieHH U OT/I€JIOB
Ot: ®amumnus U.0O., pyKOBOIUTENh aIMUHUCTPATUBHO-XO03SMCTBEHHOM CITY>KObI
Hara: 17 anpens 2017 1.
Tema: [logaua 3asBOK Ha aBTOTPAHCIIOPT
CJIIYKEBHAS 3AIIMCKA
B nensix noBsieHus 3 PEeKTUBHOCTH UCIIOIB30BAHUS U COKPAIICHHSI IPOCTOEB aBTOTPAHCIOPTHBIX

CPEICTB ILIEHTpa NpPOLIy PYKOBOAMUTENEH MOJApa3/IeJIeHu I0/aBaTh 3asBKM Ha AaBTOTPAHCIIOPTHHIC
cpenctsa He nmo3aHee 15:00 nHA, IpeaIIecTBYIONIETO MOe3 IKe.

PykoBogurens
aJIMUHUCTPATUBHO-XO035ICTBEHHOM CITYKObI N.0. ®damunus

[Ipunoxenne N 10

NMPUMEPHbINA NEPEYEHb YTBEP)XXOAEMbIX JOKYMEHTOB

—

. AKTBI (HpOBepOK, peBI/I3I/II>’I; CIIMCaHU4A; SKCIICPTUILI; JINKBUAATUN OpraHH3aHHﬁ).

[\

. I'paduku paboT, OTIyCKOB, CMEHHOCTH.

(O8]

. I/IHCTp}’KI_[I/II/I, JOJIDKHOCTHBIC HHCTPYKIIUH.

n

. Knmaccugukarops! napopmannu, 10KyMEHTOB.

9]

. Meroanueckue pekoOMeHAAIuU, METOIMYECKHE YKa3aHUSI U METOIHUKHU.
6. Homenkiiatrypa fen opranu3aiui.

7. HopMmbl 1 HOpMAaTUBBI (BPEMEHHU, YMCICHHOCTH PAOOTHHKOB, PAacXolia CHIpbS U MaTepHAalOB,
AIEKTPOIHEPTHH ).

8. Omucu gen (NMOCTOSHHOTO, BpeMEHHBIX (CBbImie 10 JIE€T) CPOKOB XpaHEHUS U MO JIMYHOMY
COCTaBy).

9. Ilepeunu (mOMKHOCTEN, OpraHU3aluii, BUAOB HH(POPMAIIUH, TOKYMEHTOB).

10. IMonuTukwu.
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11. ITonoxenust (0 moapa3AesieHUsIX, IPEMUPOBAHUH, ATTECTALIUHN ).
12. Iopsanakwu.

13. IIpaBuna.

14. PernameHTHI (B TOM UHKCIE PErJaMeHTbl OM3HEC-TIPOLIECCOB).
15. CranmapTsl OpraHu3aiui.

16. YcraBsl.

17. YauduuupoBanusie GOpPMBI TOKYMEHTOB.

18. IlITaTHOE pacniucaHue.

[Tpunoxenue N 11

NMPUMEPHbIA NEPEYEHb
AOOKYMEHTOB, 3ABEPAEMbIX NMEYATbIO OPFAHU3ALIUN

1. ApxuBHas crpaBka.

2. AKTHI (TIprieMa 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 0OOPYIOBaHMS, BHITIOTHEHHBIX PaboT,
CIIUCAHUS, SKCTIEPTU3HI).

3. Konuu u BEIIIACKH U3 AOKYMCHTOB, BbIIABACMBIX IJIA IPCACTABJICHUA B APYIr'UC OpraHu3aluu.

4. OOpa3ubl OTTUCKOB TMeyaTedl © moanuceil pabOTHUKOB, HMEIOIIMX MPaBO COBEPIIATH
(UHAHCOBO-X03HCTBEHHBIE ONEPALIUH.

5. Tlopyuenus (OromkeTHble, OAHKOBCKHE, MEHCHUOHHBIC; IJIATE)KHbIE, MHKACCOBblE B OaHK Ha
II0JIy4E€HUE UHBAIIOTHI CO CUETOB, IEPEBOJL BAJIOTHI).

6. [Ipencrasnenus u xoaaraiicTa (0 HarpaXI€HUU TOCY/IapCTBEHHBIMU HarpajiaMu U MpeMUsIMU).
7. PeecTpbl (4€KOB, HOPYUYECHUH, IPE/ICTABIIAEMBIX B OAHK).

8. CnpaBku (0 g0x0/1ax (U3UYECKUX JIMII, O BBITJIATE CTPAXOBBIX CyMM, O 0aJlaHCOBOM CTOMMOCTH
OCHOBHBIX (DOHJIOB, MO MEPCOHUDUIIMPOBAHHOMY YyUYeTy, O(DOPMIIEHUIO CTPAaXOBBIX CBUIECTEIHCTB, IO
3ampocaM OpraHU3aIMii, Mo JOKyMEHTaM, MPEJOCTABISIEMBIM B CY/I, - IO HEOOXOIUMOCTH).

9. Y nocroBepeHus pabOTHUKOB.
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[Tpunoxenue N 12

NMPUMEPHbIA NEPEYEHb
HEPETMCTPUPYEMbIX BXOAOALUNX JOKYMEHTOB <43>

<43> Ecmum yka3aHHble JOKYMEHTHI IIOCTYIWJIA C COHNPOBOJUTEIBHBIM IHMCbMOM, IIHCHMA
PErUCTPUPYIOTCS B NMOPSAAKE, YCTAHOBIEHHOM MHCTPYKIMEHN IO IE€JIONPOU3BOICTBY OpraHU3aliu.

1. AHKeTHI (pe3toMe), HaMpaBIIIeMbIe B LIETSAX TPYAOYCTPONUCTBA.

2. BYXFaHTepCKI/IC HAOKYMCHTEIL (6YXFaHTepCKaH OTYCTHOCTB, CUCTA, cqua-(baKTypr, aKTbl CBCPKH
B3aMMOPACUCTOB, aKThI IPUCMKHU-TICPECIaUIN OCHOBHBIX CPCACTB, TOBAPHLIC HaKJIaIIHBIe).

3. 'OCTsl, TexHUUYECKHE PErIaMEHThl, PYKOBOJSAIIME W APYTHE€ JOKYMEHTHI IO TEXHUYECKOMY
PEryJIupOBaHUIO U CTAaHIAPTHU3AIIUU.

4. I'pacduxu, HapsAAbI, 3aBKH, pa3HAPSIIKH.

5. JlIokyMeHTHI (ITPOEKThI JTOKYMEHTOB), TpeOyIolne NoAnUCcCaHusl (COTIacOBaHUs, YTBEPKICHUS) U
MOCJIEAYIOLIETO BO3BpATa.

6. KonkypcHast JoKyMeHTaIusl.
7. HaydHo-TeXHUYeCKas U MPOEKTHAs TOKyMEHTAallUs.
8. Koppecnonaenuusi, aapecoBaHHasi paOOTHUKaM OpraHU3aluu ¢ mometrkon "JInyHo".

9. IleuaTHble HU3JaHusA (KHI/IFI/I, JKYPHAJIbI, Fa3eTLI), KaTaJIOTH, TCXHHUYECKAd JIMTEparypa,
TEMATUYCCKUC U CIICHIHUAJIbHBIC C60pHI/IKI/I, IJIakaThl.

10. HO3I[paBI/ITCJ'IBHBIe nucbMa H TCJICTPAMMBI, 6J'IaFO):[apCTBeHHBIC nucbMa M TCJICTIPAMMEI,
MMPUTTTACUTCIIbHBIC OUJIETEL.

11. IlpeiickypaHThbI.

12. TlpurnacutenbHble OUIETHI, IPUTTIAIICHUS.

13. [Iporpammsl KOH(pepeHLINH, COBEIAHMA.

14. Pexnamuble MaTepuaisl (MMCbMa, JINCTOBKHU, POCTIEKTHI, OYKJIETHI).
15. YueGHble maHbl, IPOrpaMMBbl.

16. ®opmsbl 1 O1aHKH, B TOM Yncie POPMBbI CTATUCTUYECKON U MHOM OTYETHOCTH.
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