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I.LOBIIME IMOJIOKEHU A

1.1. WHcTpyKmmsi MO JAEJIOMPOU3BOJCTBY MYyHUIIUIIATEHOM JIOMIKOJEHOM 00pa30BaTEIbHOM
yupexieHun «Jlerckuii caxg NelO5 xomOunupoBaHHoro Buzaa» (manee - WHcTpykuusi) pazpaboTaHa B
coorBercTBUM C [lonoxkenmem o @enepanbHOM apXWBHOM areHTCTBE, YTBEPXKACHHBIM YKa30M
[Ipesunenta Poccuiickoit @enepannu ot 22 utoHs 2016 roma Ne 293 (CoOpaHue 3aKOHOJATENbCTBA
Poccuiickoit ®deneparuu, 2016, Ne 26, ct.4034), a Takke B COOTBETCTBUM C 3aKOHO/ATEIHCTBOM
Poccuiickoit ®enepanuu B cdepe uHDOpMAIUK, JOKYMEHTAIMH, ApPXWBHOTO Jelia, HAIMOHAJTbLHBIMU
CTaHJIapTaMHu B cepe ynpaBieHUs: JOKYMEHTaMH.

1.2. UucTtpykuusi pa3paboTaHa B LIENSX COBEPUICHCTBOBAHMS JEIONPOM3BOACTBA U TMOBBIIICHUS
3¢ deKTUBHOCTH pabOThl ¢ JOKYMEHTaMH IyTeM perjiaMeHTall Ha €IWHOI MPaBOBOM U METOIMYECKOMN
OCHOBE TPaBHJI MOJrOTOBKH JOKYMEHTOB, TEXHOJIOTMH pabOThl ¢ HUMH, OPraHU3alud UX TEKYILEro
XpaHEHUs ¥ MOJATrOTOBKY K Iepejaue B apXuB OpraHu3aIiu.

1.3. MHucTpykumsi ycTaHaBIMBaeT TpeOOBaHUS K JOKYMEHTHPOBAHHWIO  YIIPaBJICHUYECKOU
NEeSTeIbHOCTH W OpraHu3ald paboThl € JOKyYMEHTaMH B JIEJIONPOM3BOACTBE MYyHHMIIMIIAIHLHOTO
JIOIIIKOJIBHOTO 00pa3oBaTenbHOro yupexaeHus «Jlerckuii cag Nel05 komOMHHpOBAHHOTO BUIa» (naiee -
VYupexaeHue), He3aBUCUMO OT UX OPTaHU3alMOHHO-TIPaBOBOM (JOPMBI, 1IeJIeH U BUJOB JEATEIBHOCTH.

1.4. Tonoxenust MTHCTPYKIIUU pacpOCTPaHSIIOTCS Ha OpPraHU3alrio paboThl ¢ OpraHU3aIMOHHO-
pachopsaUTEeNbHBIMU  JIOKYMEHTaMU HE3aBHCHMMO OT BHJAa HOCHTENS, BKIIOYas IOJTOTOBKY,
pEerucTpanuio, yuyeT U KOHTPOJb HCIOJHEHHS JOKYMEHTOB, OPraHU3alUIi0 MX TEKYLIEro XpaHEHUf,
OCYILIECTBIISIEMBIE C TOMOIIBI0 UH(POPMAITMOHHO-KOMMYHHKAITMOHHBIX TEXHOJIOTHI.

1.5. OcobeHHOCTH oOpraHu3anuy padboThl € JOKYMEHTaMH, COJEpKAIIUMHU HHGPOPMAIUIO
OTPAaHUYEHHOTO J0CTyna (KOMMEPUYECKYI0 TaliHy, MepCOHAbHBIE JaHHBIE U MHYIO KOH(UIECHIIHAIbHYIO
nH(OPMALIHIO), PETYIUPYIOTCS OTACNbHBIMH HOPMATHBHBIMU aKTaMH, YTBEPXKJAA€MbIMHU 3aBEAYIOIINM
YUPEKICHUS.

1.6. Opranuzanus, BeI€HHWE U COBEPIICHCTBOBAHUE [IEJIOMPOU3BOJCTBA HAa OCHOBE EIMHOMN
MOJIMTUKA M TPUHIIMIIOB, MPUMEHEHHE COBPEMEHHBIX HMH()OPMAIMOHHBIX TEXHOJIOTUH B padoTe C
JOKYMEHTaMH, METOJMYECKOe PYKOBOACTBO U KOHTPOJIb COOMOICHUS TTOpsKa pPabOThl ¢ JOKYMEHTaMH B
YUpPEXKJACHUM BO3Jaraercsi Ha OTBETCTBEHHOTO 3a BEJIEHUE JAeNonpou3BojAcTBa. OTBETCTBEHHBIM 3a
BEJICHUE JIEJIOTIPOU3BO/ICTBA YUPEKIEHUS IEUCTBYET Ha OCHOBAHUHU IOJIOKEHUS O HEW, YTBEPKIAEMOI0O
3aBEAYIOMINM YUPESKICHUS M ONpEAENSIoONIero 3aJadyd U (QYHKIUU TOJpa3AeNieHHs, €ro mpaBa H
OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTh 3a OPraHU3alMI0 PadOTHI C JOKYMEHTaMU B YUPEKICHHH BO3Jaraercs Ha
3aBenytomero. HemnocpeacTBeHHOe BeACHHE JETONPOU3BOACTBA B YUPEKICHUH OCYLIECTBIISIETCS



JETIOTIPOU3BOANTENIEM WM WHBIM DPAa0OTHHUKOM, Ha KOTOPOTO BO3JIOKEHBI OOS3aHHOCTH IO BEJICHHIO
JIEJIONIPOU3BO/ICTBA (fajiee - ACIOMPOU3BOIUTED).

1.8. JloJoKHOCTHBIE OOSI3aHHOCTH, IIpaBa U OTBETCTBEHHOCTb JEJIIONPOU3BOAMTENS U HHBIX
pabOTHHUKOB, OTBETCTBEHHBIX 32 OPraHU3aIMI0 pabOThl C JOKYMEHTaMH, OTIPEIENISIOTCS JTOJKHOCTHBIMHU
MHCTPYKLHUSAMHU.

1.9. Ha mepmon otmycka, KOMaHAMPOBKH, OOJE3HHM WJIM B Cllydae YyBOJBHEHUS pPabOTHUK
yupexaeHusi 00s3aH mepeaaBaTh BCE HAXOJIIMECS HA WCIIOHEHUH JOKYMEHTHI JIIOMPOU3BOIUTEIIO
YUPEXKJEHUS WM JpYroMy pabOTHHKY IO YyKa3aHUIO 3aBelyrollero yupexjaeHus. llpm cmene
JIEIONIPOU3BOAUTENS YUPEKACHHS COCTABIISETCS akT IIpHeMa-1epeiadu JOKyMEHTOB U JIe.

1.10. CopepxaHue CiIy)KeOHBIX JIOKYMEHTOB HE TOJJICKHUT pasriaiieHuto. BzaumonencTBue co
CpeICTBAaMHU MAacCOBOW HH(OpMAIMH, Iepeaada UM KaKoW-Tu00 WH(OpMANUU WM JOKYMEHTOB H X
KOIUH JIOMyCKaeTcs TOJIbKO C Pa3pelleHHs] 3aBEAYIOIIEr0 YUPEKACHUS UM HHOTO YIOJIHOMOYEHHOTO UM
JOJIKHOCTHOTO JHIa. PaOOTHUKM ydpek/IeHUs HECYT MUCIHHUIUIMHAPHYIO, aIMUHUCTPATUBHYIO U HHYIO,
YCTaHOBJIEHHYIO 3aKOHOJaTeIbCTBOM Poccuiickon denepanny, OTBETCTBEHHOCTh 3a HAPYIIEHHE CPOKOB
XpaHEHHUs JOKyMEHTOB, yTpaTy U HECAHKIIHOHUPOBAHHOE YHHUTOKEHHUE CITyKEOHBIX JOKyMEHTOB?.

1.11. TIpu yrpaTe MOKYMEHTOB JEJIOMPOU3BOIUTENH YUPESKACHUS HHPOPMHUPYET 3aBEAYIOILIETO
YUPEXKJIEHUS, TI0CIE YEro OpPraHu3yeTcsl PO3bICK JOKYMEHTOB. Eciau po3bICK TOKYMEHTOB HE JaeT
pe3ysbTaTa COCTAaBJISETCSl aKT, B KOTOPOM YKa3bIBalOTCSA JaHHbIE YTPAYE€HHOTO JIOKYMEHTa, a TaKXke
00CTOSITENBCTBA, MPU KOTOPBIX MPOU30IILIA YTpaTa, MOCie Yero MpeANPUHIMAIOTCS MEPHI TI0 3aMELEHUI0
JTAHHOTO JOKYMEHTA 3aBEPEHHOU KOMUEN TOKYMEHTA.

1.12 . TlpaBuna pabOTHI ¢ JOKYMEHTAMH B CHCTEME JIEKTPOHHOTO JOKYMEHTO000POTa YIPEKICHHS
(mamee - COJ]) w wHBIX HMHPOPMAIMOHHBIX CHCTEMaX, B KOTOPBIX OCYIIECTBIACTCS CO3JIaHUE
(BKIIIOYEHME) U XpaHEHHUE JIOKYMEHTOB, HE JOJIKHBI BXOJUTh B MPOTHUBOPEYUE C MOJOKEHUSMU JaHHOU
WHCTPYKIIUH.

II. JOKYMEHTUPOBAHME YIIPABJIEHUECKOM JESATEJBHOCTH

2.1. B cooTBEeTCTBHHU C 3aKOHOAATENHCTBOM Poccuiickoit denepanuu, J0KaIbHBIMU HOPMATUBHBIMU
aKTaMH B YUPEKJIEHUU U3AIOTCS OPraHu3aIllMOHHO-PACTIOPSIUTEIBHBIC TOKYMEHTHI.

2.2. BHocuTh Kakue-muOO WCHpPABIICHHUS WU J00aBJICHUS B TOJANMHUCAHHBIC (YTBEP)KICHHBIC)
JOKYMEHTBI HE JIOTTYCKaeTCsl.

2.3. OcobGenHoctn o(oOpMIICHHS ITOKYMEHTOB, CO3JaBaEMbIX B YUPSKICHHH M OTPAXKAIOIIUX
cnenuduKy ero AesTENbHOCTH, a TAaKKe IpaBUjla OpraHu3alui padoThl ¢ JaHHBIMH JOKYMEHTaMH MOTYT
YCTaHABJIUBATHCS OT/ICIBHBIMU JIOKAJIbHBIMA HOPMAaTUBHBIMH aKTaMH YUIPEKICHUS.

2.4. Co3gaHue JOKYMEHTOB B YYpeXACHUH, wucnodsdyromert COJl, B mensiXx MNOBBIIIECHUS
abdextuBHOCTH wHcnoab3oBanuss COJl, oCymecTBIsSICTCS C HCHOJb30BAaHMEM I1a0JIOHOB OJIAHKOB
JIOKYMEHTOB U I1a0JIOHOB JIOKYMEHTOB. DJICKTPOHHBIE I1a0J0HBI OJIAHKOB JOKYMEHTOB JIOJDKHBI OBITH
UJCHTUYHBI OJTaHKaM JIOKyMEHTOB Ha OyMa)kKHOM HOCHUTEJIE.

2.5. Jnga co3maHus JIOKYMEHTOB, OTPaXaroUX CHEUPUKY AESITeTbHOCTH CTPYKTYPHBIX
MOAPA3JCIICHUN YUPEXKIEHUS, U YIPABIECHUS JAHHBIMH JOKYMEHTAMH MOTYT HCIIOJIb30BaThCS IPYrue
MH(POPMAIMOHHBIE CUCTEMBI.

2.6. JlokyMeHTBHI yupexaeHus odopmisitoTcs Ha OJaHKaX WM CTaHJAPTHBIX JHCTax OyMaru
dbopmata A4.

2.7. JInst U3roTOBJICHUS JOKYMEHTOB B y4peKIeHH s UCTIOIB3YIOTCS:

a) OJIaHK IpUKa3a;

0) OnmaHK mHMcbMa A BEICHUS MEPEMUCKU C OpPraHu3allMsIMU M TPakJaHAMU, HAXOJSMIIUMUCA Ha
tepputopun Pocculickoii ®enepauuy;

2 Cratsu 192,193 TpyzmoBoro kogekca Poccmiickoit @eneparim; myHkTH 2; 15,11 cratem 13.25 Kogekca Poccuiickoit
Oenepary 00 aIMUHUCTPATUBHBIX MIPABOHAPYIICHUAX; cTaths 7 DenepanpHOro 3akoHa oT 6 mekadps 2011r. Ned02-03 «O
OyxrantepckoM ydere» (CobOpanne 3akoHomatenbcTBO Poccmiickoit @eneparim, 2011, Ne50, cr.7344; 2013; Ne26, ct1.3207;
2013; Ne27, c¢1.3477; 2013, Ne30 (Hacts 1),ct. 4084; 2013, Ned4, ct.5631; 2013, No51, c1.6677; 2013, Ne52 (Yacts 1),
¢T.6990; 2014, Ned5, ¢1.6154; 2016, Ne22, ¢1.3097; 2017, Ne30, ct. 4440; 2018, Nel (Hactb 1), cT.65.




B) OJIaHK MUChMa 3aBEIYIOLIETO YUPEKACHUS WIM HHOTO YIOJTHOMOYEHHOTO MM JIMIIA

OJIaHK MTPOTOKOJIA

2.8. Ilpm u3maHUM JTOKYMEHTOB Ha CTAaHIAPTHBIX JHMCTaX OymMarn Ha HHUX BOCIPOU3BOJSATCS
PEKBU3UTHI, HEOOXOAUMBIE /ISl JOKYMEHTOB KOHKPETHOI'O BUJIA WJIK PA3HOBUJIHOCTH.

2.9. Ha GmaHkax JOKYMEHTOB BOCIIPOU3BOIUTCS IMOIeMa yupexkaeHus (pu e€ HaInIum).

2.10. IlpoextupoBanue OIIAHKOB TOKYMEHTOB ocymiecTBisiercs B coorBercTBun ¢ [OCT P 7.0.97-
2016 «Cucrema craHzaproB 1o HHpoOpManuu, OUOIMOTEYHOMY M  U3JATEIIbCKOMY  JIENy.
OpraHu3alMOHHO-PACTIOPAIUTENbHAS JoKyMeHTaus. Tpe6oBanus kK 0(OPMIEHHIO JOKyMEHTOBY .,

2.11. braHKH JOKYMEHTOB YYPEKJICHHUS M3TOTABIMBAIOTCS THIOTPAPCKUM CIIOCOOOM, CpPEeICTBAMU
OTIePaTUBHON NOJIUTPa(UU MM KOMIBIOTEPHOW TEXHHUKH.

2.12. JIoKyMEHTbl H3rOTaBJIMBAIOTCSI Ha OyMaXHOM HocuTele U B (OopMe DIEKTPOHHBIX
JOKYMEHTOB C COOJIOJICHHEM yCTAaHOBIICHHBIX MPAaBUII 0(POPMIICHHUS JOKYMEHTOB.

2.13. JlokymeHTHl opranu3aiuu, opopmiIeHHbIC Kak Ha OJaHke, Tak U 0e3 Hero, JOJDKHBI UMETh
IOJISI HE MEHee:

20 MM - NIeBOE;

10 MM - paBoe;

20 MM - BepxHee;

20 MM - HIDKHEE.

2.14. TIpu moAroTOBKE JOKYMEHTOB JIOMYCKAETCS WCIOJIb30BaHUE JIMIIEBOH M 00OOPOTHOW CTOPOHBI
mucta. [Ipu AByCTOpOHHEM CO3/1aHUMU JOKYMEHTOB IIMPHHA JIEBOTO MOJIS HA JIMLIEBOM CTOpOHE JHMCTa U
MPaBOTO TOJIsI HA 000POTHOM CTOPOHE JIUCTA JIOJDKHBI OBITH PaBHBI.

2.16. Ilpu cozmaHum TOKyMEHTa Ha JBYX U 0oJjiee CTpaHULIaX BTOPYIO M MOCJEAYIOIINE CTPAHULIBI
HyMmepyroT. HoMepa cTpaHull mpoCTaBIAiOTCA 110 CEPEAMHE BEPXHETO MO JOKYMEHTa Ha paccTosHuu 10
MM OT BEpXHETO Kpas JHCTA.

2.17. JIns u3roTOBICHUS TOKYMEHTOB HCIIOJB3YETCSl TapHUTYpa mpudTa Mo BEIOOPY OpraHU3aINH,
BXOJAIIas B CTAaHJAPTHBIM MakeT OQHCHOTO MPOTPaMMHOrO OOecCHedeHus, MCHOIb3yeMOro
opranmsanuei. Pasmep mpudra - Ne 12-14 nt*. Ilpu cocTapiaeHHn TabIHI] JOMYCKAETCs HCIOIb30BaHHE
mpuTOB MEHBITUX pa3mepoB - Ne 10, 11 nT.

2.18. AO3amHbIii OTCTYN B TEKCTE JAOKyMEHTa - 1,25 cM. 3arojoBKH pa3zelioB W IOIPa3ieiioB
reyaTarTcs ¢ ab3aIHbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 10 IMIUPUHE TEKCTA.

2.19. Tekct pokymeHTa medaraercs 4depe3 1-1,5 MEXKCTpOUHBIX HMHTEpBaJia. TEKCT IOKYMEHTa
BBIPABHUBAETCS 110 IIUPHUHE JIUCTA.

MHOTOCTpOUHbIE PEKBU3UTHI IE€YATAIOTCS Yepe3 OJUH MEXKCTPOUYHBIM MHTEpBaJl, COCTaBHbIE 4YacTU
PEKBU3UTOB MOTYT Pa3esAThCs JOTMOIHUTEIbLHBIM HHTEPBAJIOM.

Ecnu noxyMeHT roTOBUTCS UId M3/1aHUs C yMEHBIICHHEeM MaciuTaba, TEeKCT IedaTraercsi 4epe3 JBa
unTepBana. MluTepBan mex 1y OykBamu B clIOBax - OObIUHBIN. IHTEpBas MEX 1y CII0BaMH - OJIUH IIpoOer.
CTpoKM pEeKBU3UTOB BBIPABHHMBAIOTCS [0 JIEBOW TpaHUIE 30HBI PACHOJIOKEHUS PEKBU3WUTA WU
LEHTPYIOTCS OTHOCUTENILHO CaMOl JUTHHHOW CTPOKH.

JlnvHa camoii JUIMHHOM CTPOKH PEKBHU3UTA MPH YTIIOBOM PACIOJIOKEHUH PEKBU3UTOB HE boee 7,5 cM.

JlnvHa caMoi UIMHHOM CTPOKH PEKBU3UTA MPH MPOJOIHLHOM PACIIOIOKEHUN PEKBU3UTOB HE Ooliee
12 cm.

2.20. JlomyckaeTcsi BBIACIATH HONYKUPHBIM HIPU(TOM PEKBUZUTHI «aJpecaT», «3arojloBOK K
TEKCTY» WIH «IOJIMUCHY, a TAKXKe OTAENbHbIC (PparMeHThI TEKCTA.

2.21. IIpu mOoAroTOBKE MHOTOCTPAHUYHBIX IOKYMEHTOB 0(OPMIISIETCS TUTYIbHBIN JIHCT.

2.22. CocTaB peKBHU3UTOB, UCHOJIb3YEeMBIX A O(QOPMIIECHHS JIOKYMEHTOB, OINpPENENIeTCs] BUAOM
(pa3HOBHMIHOCTBIO) OPraHU3alIMOHHO-PACTIOPSIUTEIBHOTO TOKYMEHTA.

SPasnen 6 «Bnanku poxymento» I'OCT P 7097-2016 «Cucrema cTaHAapToB 1o HUH(OPMALMH, OUOIHOTEUHYIO U
U3AaTeNbCKoMy neny. OpraHu3alMOHHO-PAcIOpSAUTENbHAsS JTOKyMeHTalus. TpeGoBaHus K O(OPMIICHHIO JAOKYMEHTOBY C
Wsmenenuamu Nel,- M.: Crangaptundopm, 2018. “Pasmep mpudta (kerib) usMeHseTcs B IMyHKTax (point); OAUH IyHKT PaBeH
1/72 nrotima, wiu 0,376 MM (cokparuenue: «ht»).




2.23. Tlpu NOArOTOBKE JOKYMEHTOB YUPEXKJIEHHUS HCIOJIBb3YIOTCS PEKBU3UTHI, YCTAaHOBJICHHBIE
I'OCT P 7.0.97-2016°:

a) sMbseMa (B COOTBETCTBHH C IyHKTOM 2.9 MHCTpyKIun);

0) TOBapHBI 3HAK (3HAK OOCTYyXKHBaHU) (B COOTBETCTBUH C MMyHKTOM 2.9 MHCTpYKIIUN);

B) KOJl OPMBI TIOKYMEHTA;

') HANMEHOBAHHE YUPEKICHHS,

1) HAMMEHOBAHUE JI0JKHOCTH JINLIA;

€) clIpaBOYHbIE JaHHbIE 00 OpraHU3alNy;

’K) HAMMEHOBAHHE BHJIA JTOKYMEHTA;

3) aTa JOKYMEHTa;

M) PETHCTPAI[MOHHBIN HOMEP TOKYMEHTA;

K) CCBhIJIKAa HAa PErMCTPALMOHHBIN HOMEp U JaTy MOCTYIUBIIETro JOKYMEHTA,

JI) MECTO COCTaBJICHUS (M3aHUs) JOKYMEHTA;

M) rpu¢ OrpaHUYEHHs 10CTyNa K JOKYMEHTY;

H) ajpecar;

0) rpu¢ yTBEepKAEeHUS JOKYMEHTA;

I1) 3ar0JIOBOK K TEKCTY;

P) TEKCT TOKYMEHTAa;

C) OTMETKA O MPHJIOKEHUU;

T) Tpud COrIacoBaHUs JOKYMEHTA;

y) BU3a;

¢) noamnuce;

X) OTMETKA 00 3JIEKTPOHHOM MOANUCH;

I1) TIeYaTh;

9) OTMETKa 00 UCTIOJTHUTEIIE;

1) OTMETKA O 3aBEPEHUH KOIIUU;

1I1) OTMETKA O MOCTYIJICHUH TIOKYMEHTA;

bl) PE30JTIOIIHS;

3) OTMETKa O KOHTPOJIE;

10) OTMETKA O HaMpaBJICHUH IOKYMEHTA B JEJI0.

2.24. bnaHk y4pexIeHUs TOHKEH BKII0YATh PEKBU3UTHI:

aMOsIeMy (B COOTBETCTBUM C TyHKTOM 2.9 [IpuMepHON HHCTPYKIIHH ),

HauMEHOBaHHE OpraHU3aIUH;

HauMEHOBaHHE BHIA JOKYMEHTA;

MECTO COCTABJICHUS WM U3JIaHUS JJOKYMEHTA,

OTMETKH JJIsi pa3MEUIeHUs PEKBU3UTOB «JaTa JOKYMEHTa», «PErucTpPalMOHHBII HOMep
JOKYMEHTAa.

2.25. brnank nuceMa y4pexeHus TOJDKEH BKII0YATh CIEAYIOIINE PEKBU3HUTHI:

a) oM0sieMy (B COOTBETCTBUHU C TTYHKTOM 2.9 [IpumepHO# HHCTPYKIIUH);

0) ToBapHbIi 3HaK (3HAaK OOcTyKuMBaHUSA) (B COOTBETCTBHUM C myHKTOM 2.9 Ilpumepnoit
WUHCTPYKIUH);

B) HAUMEHOBAaHKE OpraHU3AIHH;

T') CIIpaBOYHBIEC JaHHBIE 00 OpPraHu3allly;

) OTMETKH JJisl TPOCTABICHUS PEKBU3UTOB «JaTa JOKYMEHTa», «PETUCTPALMOHHBIA HOMEp
JOKYMEHTa, «CChIJIKA Ha PETUCTPALIMOHHBIN HOMEP U J1aTy MOCTYIMBILETr0 JOKyMEHTay.

B OnaHk nuceMa JTOJDKHOCTHOTO JIMILIA JIOTIOJIHUTENBHO BKIIIOYAETCS PEKBU3UT «HAWMEHOBAHUE
JOJDKHOCTH JIML@Y, a B OJaHK MHUCbMa CTPYKTYPHOTO MOApa3/ieieHus (COBEeIaTeIbHOT0, METOIMYECKOTO,
HKCMEPTHOTO WJIM MHOTO OPraHa) yUpeKJeHUs - HAMMEHOBaHHME CTPYKTYPHOTO MOJIpa3/IeICHUsI.

> TOCT P 7.0.97.2016 «Cucrema cTaHapToB 00 HHPOPMALUH, OUOIHMOTEUHYIO U U3JATENbCKOMY JEIly.
OpraHn3anroHHO-PacIoOPsAANTENbHAS JOKyMeHTausa. TpeboBanns K opOpMIICHHIO TOKYMEHTOB» ¢ M3meHenusmu Nel - M.:
Crangaptuadopm, 2018.




2.26. BHyTpeHHHE TOKYMEHTHI OpraHu3aluy, oGopmisieMble HE Ha OJlaHKE, JOJDKHBI COIEpPKATh
COOTBETCTBYIOILINE BUY TOKYMEHTA PEKBU3UTHI.

2.27. DOmbnema opraHu3anuu, pa3pabOTaHHAas M YTBEPXKICHHAS B TMOPSAKE, YCTaHOBJIEHHOM
3aKoHOJAaTenbCTBOM Poccuiickoit deneparuu, pazmeniaercs Ha OJaHKaX JOKYMEHTOB B COOTBETCTBHH C
nyHKTOM 2.9 [IpumepHOi HHCTPYKIIMU M Ha OCHOBAaHUH HOPMATHBHBIX aKTOB OPraHU3AIUH.

N3006pakenue >MOIeMbl MOMENIACTCSl Ha BEPXHEM TI0Jie OJlaHKa JOKYMEHTa Ha paccTosHuu 10 MM
OT BEPXHETr0 Kpas JIMCTa, 3aXBaThIBasi 4acTh padovell 30HbI IOKYMEHTa, [ICHTPOBAHHO HaJl PEKBU3UTAMH
OpraHu3aIuH.

2.28. ToapHblil 3HaK (3HaK OOCIYXUBaHUS), 3apPETUCTPUPOBAHHBII B  YCTAaHOBJIEHHOM
3akoHoJarenscTBOM Poccuiickoit ®denepanuu nopsake, BOCIPOU3BOAUTCA Ha OJaHKAX YUPEKICHHUS B
COOTBETCTBMU C TyHKTOM 2.9 IIpuMepHON HWHCTPYKIMHM W Ha OCHOBAaHWM HOPMATHUBHBIX aKTOB
OpraHu3aIuH.

N3o0paxenne ToBapHOTO 3HAKa (3HAKa OOCTY)KHMBaHUS) MMOMEIIAETCS Ha BEPXHEM T10JI€ JOKYMEHTa
Ha paccrossHud 10 MM OT BepXHEro Kpas JIMCTa, 3aXBaTbIBas 4acTh paboueill 30HBI JTOKYMEHTa, HaJ
PEKBU3UTAMH YUPEKJACHUS WIN CIeBa HA YpOBHE HANMEHOBAHUS OPraHU3aIMH, 3aXBaThIBasi 4aCTh JIEBOTO
OIS

2.29. Kox ¢dopMbl OKyMEHTa MpOCTaBIsieTCd Ha YHU(UUIMPOBAHHBIX (opMax TOKYMEHTOB B
cooTBercTBUU ¢ OOmepoccuiickum kiaccupukaropoM ympasieHueckoi aokymentauuu (OKVY]) wmm
JIOKAJTbHBIM KJIACCH(PHKATOPOM, pacIojaraeTcs B IMPaBOM BEPXHEM YIiy pabdoyero mMojs JOKYMEHTa,
coctout u3 cioB «Dopma 1o (HauMeHoBaHUE KiIaccupukaropa)» u nudpoBoro Koja.

2.30. HamMeHOBaHWE YYpPEKICHHS Ha OllaHKE JJOKyMEHTa JIOJDKHO COOTBETCTBOBATH
HAaMECHOBAHHIO IOPHUIMYECKOTO JIMIA B yCTaBe opraHu3anuu. Ha OmaHkax JOKYMEHTOB YyKa3bIBaeTCS
MOJTHOE O(HIMATEHOE HANMEHOBAaHUE IOPUIMUECKOTO JIMIA C YKa3aHHEM €T0 OpraHU3alMOHHO -TIPAaBOBOM
(dbopMBI, HaJT HAMMEHOBAHWUEM YUPEKICHHUS YKAa3bIBACTCS HAWUMEHOBAaHHWE BBINMIECTOSIICH yIPEKICHUS
(mpu  ee HaIWYWHK), T0J] HAUMECHOBAHHEM YYPEKICHHUS B CKOOKAaX YKa3bIBAETCS COKPAIICHHOE
HaMEHOBaHHE OPTaHU3aLUH, €CJIM OHO IPEJYCMOTPEHO YCTaBOM.

2.31. HaummeHoBaHHME CTPYKTYpHOTO TmOapa3feieHuss (B TOM ducie ¢uianana, OTICICHHUS,
IIPEJCTaBUTENIbCTBA, KOJJIETHAIbHOIO, COBEUIATENIBHOTO MJIM HMHOIO OpraHa) ykas3blBaeTcsl B OJIaHKax
IUceM M OJaHKax KOHKPETHBIX BHJIOB JOKYMEHTOB, N3/1aBA€MbIX COOTBETCTBYIOIUMU HOAPA3AEICHUSIMU
B COOTBETCTBUU C JIOKAJIbHBIMH HOPMATUBHBIMU aKTaMH opraHusanuud. Han HauMeHoBaHueM
CTPYKTYpPHOTO  IOJPA3/ENE€HUsI  YKa3blBA€TCS HAMMEHOBAHUE OPraHU3ALMH, YbUM  (QHIHAIIOM,
OTJEJICHUEM, IPEACTaBUTEIbCTBOM, KOJUICTHAIBHBIM WM  COBEIIATENbHBIM OpPraHOM  JAaHHOE
M0JIpa3/IeIeHUe SIBJIAETCSL.

2.32. HauMeHOBaHUE IOJDKHOCTU JIMLA MCIOJIB3YeTCsl B OJIaHKax IMUCEM JOJDKHOCTHBIX JIUI[ U
pacrioyaraercs o HAMMEHOBaHUEM OpTraHU3aLIH.

2.33. CrmpaBouHble JaHHbIe OO0 YUpeXJeHHUs YyKa3blBalOTCS B OJIaHKAaX IHCEM M BKJIOYAIOT:
IIOYTOBBIM aJpec yupexaeHUs (JIONOJHUTEIbHO MOXKET YKa3blBaTbCsi aJpec MecTa HaxOXKAECHUs
IOPUJIMYECKOTO JIMIA, €CIM OH HE COBIAJAeT C MOYTOBBIM aJapecoM); HoMmep TesedoHa, dakca, aapec
3JIEKTPOHHOM MOYTHI, CETEBO ajipec, a Takxke KoJ yupexaeHus mno OouiepoccuiickoMy KiiacCupUKaTopy
npeanpustiii 1 opranuzauuit  (OKIIO), OCHOBHOW TrOCyHapCTBEHHBIH pErucTpalMOHHBIA HOMeEp
yupexaenusi(OI'PH) u uaeHTHPUKALMOHHBIM HOMEp HaJoroIulaTeNbIIuKa / KOJ MPUYUHBI TIOCTAHOBKU
Ha HayoroBsIi yuet (MHH/KIIIT).

2.34. HaumeHOBaHHE BMJa JIOKYMEHTa YKa3bIBaeTCsl Ha BCEX JIOKYMEHTAX, 3a HCKIIOYEHUEM
JeTOBBIX (CIIY)KEOHBIX) IHMCEM, pacHoJlaraercs I0J HAUMEHOBAaHUEM YUPEXJCHHUs (CTPYKTYpPHOIO
M0JIpa3/ieeHus, 10JHKHOCTH).

2.35. lata JOKyMeHTa JI0JKHA COOTBETCTBOBATh JlaTe MOANUCAHMS (YTBEPKACHUS) TOKyMEHTA WU
(B mpoTOKOJax) AaTe cOOBITHSA, 3a(DUKCUPOBAHHOTO B IOKYMEHTE.

Jlata TOKyMEHTa 3allUCBIBAETCs B MOCJIEA0BATEIHOCTHU: JIeHb MECALA, MECHII, TOJ1 OJHUM U3 JIBYX
croco0oB:

apabckumu udpamu, pasaeaeHHbIME Toukoii: 05.06.2018;

cioBecHO-IU(PpoBBIM criocodboM: 5 urons 2018 .



Ha nokymenrax, odopmisieMbix Ha OnaHKe, JaTta JOKYMEHTa IMPOCTAaBIISETCS TOJ PEKBU3UTAMHU
«HAaMMEHOBaHUE BHUJA TIOKYMEHTa» (B OJIaHKaX KOHKPETHBIX BUJIOB JJOKYMEHTOB) U «CIIPABOYHBIC JAHHBIC
00 opranm3anum» (B OJaHKaX MMUCEM).

Jlatoil MOKyMeHTa, M3AaHHOTO COBMECTHO ABYMsI MM OoJiee OpraHM3alusiMH (IODKHOCTHBIMHU
JIMLIaMH ), SIBJIIETCA J1aTa MOAMKUCAHUS JOKYMEHTA MOCIEHEN CTOPOHOM.

2.36. PerucrpaninoHHBIA HOMEP JOKyMEHTa - NU(POBOH MM OYKBEHHO-IIU(PPOBOH UACHTHPHUKATOP
JOKYMEHTA, COCTOSIIIMNA U3 MOPSIKOBOIO HOMEpPA JOKYMEHTa, KOTOPBIM, 10 YCMOTPEHUIO OpraHU3allluH,
MOXXET JONOJHAThCS UU(PPOBbIMU MM OyKBEHHBIMH KOJAaMU (MHJEKCAaMH) B COOTBETCTBUM C
HCII0JIb3YEMBIMU KJIACCU(UKATOPAMH.

Ha nokymeHTe, COCTaBJICHHOM COBMECTHO IBYMsi M 0oJiee OpraHu3aIMsIMH, IPOCTABIISIOTCS
perucTpaloHHble HOMEpa JOKYMEHTa, IPHUCBOCHHbIE KAXKIOW W3 opraHu3auuid. PerucrpanyoHHble
HOMEpa MPOCTABIIAIOTCA B MOPSAKE yKa3aHWs HAMMEHOBAHMN OpraHu3aluid B 3aroJIOBOYHOM 4YacTH
(mpeamOysie) TOKyMEHTa U OTIETSIOTCS IPYT OT Ipyra KOCOH 4epToil.

2.37. CcbUika Ha PErucTpallMOHHBIM HOMEp M JaTy IMOCTYNHUBIIErO IOKYMEHTa, COCTOAIIas W3
PErucTpaliOHHOT0 HOMEpa U J1aThl BXOSIIETr0 JOKYMEHTa, Ha KOTOPBIM JaeTcs OTBET, MPOCTABISAETCS B
Bujie otMeTku «Ha Ne ... ot ...» B 6iaHKe nucpMa.

B Tekct nuceMa-oTBETa CBEACHUS O PETMCTPALIMOHHOM HOMEpE U JaTe MOCTYNMBIIETO MUChbMa HE
BKJIFOUAIOTCS.

2.38. Mecro cocraBneHus (M3JaHMs) JTOKYMEHTa YKa3bIBaeTCs BO BCEX JOKYMEHTaX, Kpome
JIENIOBBIX (CITy’KEOHBIX) MHUCEM, BHYTPEHHUX HH(POPMALIMOHHO-CIPABOYHBIX TOKYMEHTOB.

Mecto cocraBineHus (M3gaHUs) JOKYMEHTa YKa3bIBAaeTCsi B COOTBETCTBUU C  IPUHSTHIM
aJIMMHHUCTPATUBHO-TEPPUTOPHAIBHBIM JIeJIeHHeM, HanpuMep: T. YxTa Pecniyonuku Komu.

2.39. I'pu¢ orpanuyeHus 10CTyNa K JOKYMEHTY HPOCTaBJISETCS B IPABOM BEPXHEM YTy MEPBOIO
JUCTa JOKyMeHTa (IpoeKTa JOKyMEHTa, CONpPOBOAMTEIBHOIO MHChbMa K JOKYMEHTY) OT TpaHHUIIbI
BEPXHEr0 MOJIA IMpU HAIWYMM B JOKYMEHTE HH(pOpMaluH, IOCTYyll K KOTOPOW OrpaHUYMBAETCS B
COOTBETCTBHUH C 3aKOHOJaTeNbCTBOM Poccuiickoii denepannm.

Bunpl ucnonb3yeMbIX B yupexaeHHUs I'pu(oB OTpaHHYEHHUs JIOCTyNa JOJDKHBI COOTBETCTBOBATH
3aKOHOJIaTEJIbHBIM U MHBIM HOPMAaTHUBHBIM NPaBOBbIM akTaM Poccuiickoil denepanuu 1 J0JKHBI ObITH
3aKpeIUIeHbl B JIOKAJIbHBIX HOPMAaTHBHBIX akTax. I'pu¢ orpaHuueHus nocryna K JOKYMEHTY (ITOMETKa
«JIns cnyxe6HOro Tonb3oBaHuM»®, rpud «Kommepueckas TaiHa»') MOKET JOMONHATHCS HOMEPOM
9K3EMIUIApa JOKYMEHTa W JIPyTMMH CBEACHHUSMH B COOTBETCTBUHU C 3aKOHOJATeIbCTBOM Poccuiickoii
denepanuu.

B noxymeHTax opraHuzanuu, COAEpKalllMX CBEJICHMsI, COCTABIAIOIINE KOMMEPYECKYIO TalHy, B
cootrBeTcTBUU ¢ DenepanpHbiM 3akoHOM OT 29 umronsa 2004 r. Ne 98-03 «O xoMMepyecKoil TaitHe»
HapsALy ¢ rpudoM yKa3bIBalOTCs MOJHOE O(QHIMATbHOE HAMMEHOBAHUE FOPUANYECKOIO JIMIA, MECTO €ro
HaXO0XJCHHUS.

Hanpuwmep:

Kommepueckas Taiina
MOV «/I/c Ne 105»
MecTo HaxoXIeHUs

*TIynxr 1.4 TlonoxeHus o IOpsAKe OOpalleHUs cO CilyKeOHOH MH(opMalMell OrpaHHYEHHOTrO PacIpOCTPAHEHHUS B
(enepanbHBIX OpraHax MCHOMHHUTEIBHON BIACTH, YIOJTHOMOYEHHOM OpPTaHE yMPAaBICHWS MCIOJIB30BAHUEM aTOMHON SHEPTUH
U YIOJTHOMOUYEHHOM OpraHe MO KOCMHYECKOH AEATEIbHOCTH, YTBEPKACHHOro nocraHoBnenueM lIpaButenscTBa Poccuiickoit
Oeneparym ot 3 HOIOps 1994 1. Ne 1233 (Cobpanue 3akonomaTenscrBa Poccuiickoit denepanuu, 2005, Ne 30, cr. 3165; 2012,
Ne 31, ct. 4368; 2016, Ne 9, c1. 1263; 2016, Ne B, cT. 1833).

™acre 4 crateu 6 DenepanbHOro 3akoHa or 29 urons 2004 r. Ne 98-@3 «O xomMepueckoii Taiine» (CobpaHue
3akoHomaTenbcTBa Poccmiickoit @eneparmm, 2004, Ne 32, cr. 3283; 2006, Ne 6, ctT. 636; Ne 52, ct. 5497; 2007, Ne 31, ct. 4011;
2011, Ne 29, ct. 4291; 2014, Ne 1 1, c1. 1100).




2.40. Anpecar - peKBU3UT, HCIOJB3YeMbIH IMpu O(OPMIICHHUH JENOBBIX (CIY)KEOHBIX) IHCEM,
BHYTPEHHUX WH(OPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.

AzpecaroM TOKYMEHTa MOXKET OBITh OpraHHu3alys, CTPYKTYpHOE IMOApa3AeieHHe OpraHU3allvH,
JOJKHOCTHOE WK (PU3UYECKOE JIHIIO.

PexBu3ut «angpecar» oopmisiercs Ha OaHKe C YIIIOBBIM PACHOJI0KEHUEM PEKBU3UTOB - B BEPXHEH
MpaBOM YacTW NOKYMEHTa, Ha OJaHKEe C MPOJOJIBHBIM DPACHOJIOKEHHEM PEKBHU3HTOB - CIpaBa MOJ
pexBusnuTamu O1anka. CTpPOKH PEKBU3UTA «aJIpecaTy BHIPABHUBAIOTCS IO JICBOMY KpPAlO MIIH IEHTPYIOTCS
OTHOCHUTEIIBHO CaMOM JJIMHHOM CTPOKH.

[Ipu axpecoBaHuM JOKYMEHTa PYKOBOIMTENIO (3aMECTHTENIO PYKOBOIUTENS) YUPESKICHHUS
VKa3bpIBAIOTCS B JATENbHOM TIaJe)Ke HAMMEHOBAHWE JIOJDKHOCTH PYKOBOJUTENS (3aMECTHTEINS
PYKOBOJUTEIIS), BKIIIOYAOIIEe HAMMEHOBAHHE OpraHn3alluy, (haMuIInio, HHAIUAIIBI JJOJDKHOCTHOTO JIMIIA.

Hamnpuwmep:

3aBeyomemMy
MOV «/1/c Ne 105»
®amunus U.0.

[Ipu appecoBaHMM TmHCbMAa B OpPraHM3AIMI0 YKAa3bIBA€TCA €€ TIOJIHOE WJIM COKpalleHHOe
HAaUMEHOBAHNE B UMCHUTEILHOM HaJEKeE.

[Ipu agpecoBaHumM JOKYMEHTA B CTPYKTYPHOE TIOJIpa3/ICIICHUE YIPEKICHUS B PEKBU3UTE «aIpecaT»
YKa3bIBAIOTCS B HMMEHUTEILHOM TAJe)K€ HAWMMEHOBAaHWE OpraHu3ald, HIWKE - HaWMEHOBAHHUE
CTPYKTYPHOTO TIOApAa3/ICICHUS.

Hampuwmep:

MY «¥Ynpasienue o0pazoBaHHs»
agmuauctpanun MOI'O Yxray
JIOIIKOIBHBIN OTAEI

[Ipn agpecoBaHMM NHUChMa PYKOBOAMUTEIIO CTPYKTYPHOTO TOApA3JCNCHUsS YKa3bIBalOTCA B
MMEHUTEJIBHOM Tajie’)ke HauMEHOBaHHE OpraHu3allid, HUXKE - B JIATEJIbHOM IaJle)kKe HauMEHOBAaHHE
JOJIKHOCTH PYKOBOJUTENS, BKJIOYAIOIlee HAaUMEHOBAHHWE CTPYKTYPHOTO MOJpasfelieHus, (paMuiuio,
WHUIUABIL.

Hanpuwmep:

MY «YnpaBienue o0pa3oBaHUs»
agmuauctpauun MOI'O Yxray
3aBeyromeMy JOIIKOJIBHOTO OT/AeIa
damvunns U.0.

Ilepen damunmeil OOMKHOCTHOTO JIMIA JOMYCKAeTCs YIOTPEOISITh COKpAIICHHE «T-Hy»
(rocnoguHy), ecnu aapecarT MY)KUMHA, WIM «r-ke» (TOCMOoXKe), eclu ajapecar >KEHIIMHA,
HarpuMmep:

r-ny @amunus N.0.
r-xxe ®ammmus 1.0.

HpI/I PacCChbUIKC JOKYMCHTA I'PYIIIIC OpraHI/ISaHI/Iﬁ OOHOTO TUIla WK B CTPYKTYPHBIC IIOAPA3ACIICHUS
OJIHOM opraHu3saluu, aapecaT YKa3blBaCTCA O606H.[€HHO. HaanMep:

PykoBonurensam oTaenos
MY «YnpaieHue o0pa3oBaHUs»
agmuHuctpanuu MOI'O Yxray
IIpu pacceplike TOKyMEHTa HE BCEM OpraHU3alUsaM WIA CTPYKTYPHBIM HOIPa3AeIeHUSAM 0
PEKBU3UTOM «AnpecaT» B CKOOKax yKa3bIBaeTCsL: «(mmo CITUCKY)».
Hamnpumep:



PykoBoaurensm oTaenos

MY «Ympasienue o0pa3oBaHUs»
agmunuctpauu MOI'O Vxray
(mo cnucky)

Crrcok pacchbUIKM COCTABIISIETCS UCIIOJIHUTEIIEM.

Ecnu nuceMo HampasiisieTcss B OpraHU3alyio WK JTOJDKHOCTHOMY JIMILY U JUIS CBEACHHUS €IlIe Psay
OpraHu3aliil WiIu JOJDKHOCTHBIX JIMLI, 00IIee KOJIMYECTBO aJpecaToB HE JOJDKHO ObITh O0jiee YEThIpEX,
IIPU 3TOM OCHOBHOM aJipecar yKa3bIBaeTCs IePBbIM, clioBo «Komus» nepes BTOpbIM, TPETbUM, YETBEPTHIM
azipecaTaMM HE II€4aTaeTcs.

B cocraB pexBu3uTa «Aznpecar» MOXKET BXOAUTH IOYTOBBIN ajpec. DIEMEHThl OYTOBOIO ajpeca
YKa3bIBAIOTCS B TIOCIIEN0BATENLHOCTH, YCTaHOBJIEHHOH [IpaBHIaMu 0Ka3aHus yCIyTr HOYTOBOM CBA3U®:

a) Uil IOPUAMYECKOro JIMIA - TOJHOE WJIM COKpAalleHHOE€ HauMEHOBaHUE (IIpU HAJIUYMHU), IS

rpakJaHuHa - GaMWINS, UMS, OTYECTBO (TIOCIIETHEE TPU HATUYHUHN);

0) 0aHKOBCKHME PEKBHU3UTHI (U1 MMOYTOBBIX MEPEBOJOB, HAMPABISIEMBIX IOPUINYECKOMY JIMILY WIH
MIPUHUMAEMBIX OT FOPUIUYECKOTO JIHUIIA);

B) Ha3BaHME YIUIIBI, HOMEpP JI0OMa, HOMEp KBapTUPBI;

I') Ha3BaHHE HACEJICHHOTO MMYHKTA;

1) Ha3BaHUE palioHa;

€) Ha3BaHHUe pecnyOyIMKH, Kpasi, 001acT, aBTOHOMHOIO OKpyra (00JacTH);
) Ha3BaHHUE CTPaHbl (JUIs1 MEXKIYHAPOIHBIX MIOYTOBBIX OTIPABICHHIA);

3) MOYTOBBIA WHJIEKC.

[TouToBBIi agpec He yKa3blBaeTCs B JOKYMEHTAX, HamNpaBisieMbIX B BBICHIME OpraHbl BIAcTH,
BBIIIECTOSIIIINE OPTraHU3allMM, TOJABEIOMCTBEHHbBIE YUPEKIEHUS M MOCTOSHHBIM KOpPPECIOHACHTaM (3a
UCKJIIOYEHHEM HaIlpaBJICHUs TMCEM YKa3aHHBIM ajjpecaTaM B KOHBEPTaxX C MPO3PaYHbIMU OKHAMM).

[Ipu oTmpaBke MUChbMa MO JIEKTPOHHOM MOUTe WM (PaKCUMUIIbHOM CBs3U (0€3 JOCHUIKH IO TOYTE)
MMOYTOBBIN aJpec He yKa3biBaeTcs. [Ipu HE0OX0MMOCTH MOXKET OBITh yKa3aH AJICKTPOHHBIN ajipec (HOMep
tenedona/daxca). Hampumep:

MOV «I/c Ne 105»
DJIEKTPOHHBIN aJpec

2.41. T'pud yrBepKIeHHUsS TOKYMEHTA MPOCTABISETCS HA JIOKYMEHTaX B IMPABOM BEPXHEM YIIIy
MepBOro jucra JokymeHTta. CTpOKM PEKBU3UTA BBIPABHUBAIOTCA 10 JICBOMY Kpaw WM LIEHTPYHOTCA
OTHOCHUTEJILHO CaMOMW JIJTMHHOW CTPOKH.

[Ipy yTBepX)AeHUM IOKYMEHTa COOCTBEHHOPYYHOW MOJMHCHIO JOJDKHOCTHOTO JHIA TpUd
yTBepkaeHus coctouT w3 cinoBa «YTBEPXJAIO», HauMeHOBaHMS JODKHOCTH — JIMIIA,
YTBEPKAAIOIIET0 TOKYMEHT, €ro MOIMUCH, MHUIIUANIOB, (aMUINK U 1aThl yTBepxaeHus. Hampumep:

YTBEPXIAIO

3asenytommit MJIOVY «Jl/c Ne 105»

Ilomgnuce  M.O. ®amunus

JlaTa
TTynxr 22 IMpaBun OKa3aHMs YCIOYr IOYTOBOM CBA3M, YTBEPKIEHHBIX IIPHKa30M MUHHCTEPCTBA CBA3M U MACCOBBIX
kommyHHUKawid Poccuiickoit @enepanmu ot 31 uromst 2014 r. Ne 234 (3apeructpupoBad B MHUHHCTEPCTBE IOCTHIIUN
Poccutickoit @enepanun 26 nexadps 2014 r., peructparmonssrii Ne 35442), ¢ m3MEHEHHSMH, BHECEHHBIMH TTPHUKA30M
MuHHCTEpCTBA CBS3M M MAaCCOBBIX KOMMyHHKanmid Poccmiickoit @enepammu ot 13 depans 2018 r. Ne 61 «O
BHECEHMU M3MEHEHHH B IpHKa3 MHHHCTEpPCTBa CBSI3M M MAacCOBBIX KOMMYyHHKarmid Poccuiickoit denepamum ot 31
ntonst 2014 1. Ne 234 «OO0 yrBepknenun IlpaBwi oOKka3zaHHS yCIyr MOYTOBOW CBA3W» (3aperHMCTPHUPOBAaH B
Munncrepctse toctuimu Poccniickoit @enepanmu 28 mapra 2018 1., perucrpanuonssiii Ne 50545).




[Ipu yTBEepk)JICHUU JTOKYMEHTa PACHOPSIUTEIBHBIM TOKYMEHTOM TpU( YTBEpKICHUS COCTOUT W3
cioBa «YTBEPXJEH» («YTBEPXIEHA», «YTBEPXIEHbl» wumu «YTBEPXIEHOY),
COTJIACOBAHHOTO C  HAaMMEHOBAHMEM  BHJIa  YTBEP)KJIA€MOro  JOKYMEHTa, Ha3BaHUsA  BHJA
pacnopsiANTENILHOTO IOKYMEHTa B TBOPUTEIILHOM MaJIeXe, ero 1aTkl, Homepa. Hampumep:

(PermamenT) YTBEPX/IEH
npukazoM MJIOY «/I/c Ne 105»
oT 5 okTs10pst 2017 1. Ne 82

(ITpaBuna) YTBEPX/IEHBI
npukazoM MJIOVY «/1/c Ne 105»
oT 5 okts10pst 2017 r. Ne 83

HpI/I YTBCPKACHUN OOKYMCHTA KOJUICTHAJIbHBIM, COBCINATCIBHBIM HJIM WHBIM OpPTraHOM, PCIICHUHA
KOTOPOTO (PMKCUPYIOTCS B NMPOTOKOJIE, B TpU(e YTBEPKICHUS YKa3bIBA€TCsl, HAUMEHOBAHUE OpraHa, 1aTta
1 HOMep NpoTokoJa (B ckoOkax). Hanpumep:

(ITonoxenue) YTBEPXJEHO
MOV «J1/c Ne 105»
(mpoTtoxou oT 12.09.2017 Ne 12)

2.42. 3aroJIoBOK K TEKCTY - KpaTKO€ COJEepKaHUE JTOKYMEHTa. ECM 3aroJloBOK K TEKCTY OTBEYAET
Ha BOTIPOC «O 4eM?», OH HaunmHaercs ¢ mpemiora «O» («O6»). Eciam 3aroinoBok kK TEKCTy OTBEYaeT Ha
BOIIPOC «9€T0?», OH COCTABJISIET OJTHO IIEJIOE C Ha3BaHMEM BHUa ToKymMeHTa. Hampumep:

npuka3 (0 4ém?) 0 Co3MaHUN aTTECTAITMOHHOW KOMHCCHH

nucbMo (0 uéM?) 0 mpeaocTaBICHUN HHGOPMAITUN

akT (yero?) mpuema-mepenadu aei

MPOTOKOJI (4ero?) 3aceanmsi IKCIEPTHOU KOMHCCHH
3aro0BOK K TeKCTy 0(GOopMIIsSieTCs 1Mo peKBU3UTaMU OJIaHKa CJIeBa, OT TPaHUIIbI JIEBOTO MOJIS.

2.43. TeKCT AOKyMEHTa COCTaBJISIETCA Ha TrOCyIapCTBEHHOM si3bike Poccuiickoit denepannu unu
TrOCYJapCTBEHHOM SI3bIKE (SI3BIKaX) pecryOsuK B coctaBe Poccuiickoit ®denmepanyii B COOTBETCTBHH C
3aKOHO/IaTeIILCTBOM pecnyOInK B cocTaBe Poccuiickoit q)ezlepaupmg.

TekcT noKyMeHTa J0KEH ObITh COCTAaBJIEH TPAMOTHO, SICHO, MIOHATHO U MO BO3MOKHOCTH KPAaTKO.
TekcT moKyMmMeHTa MOJDKEH COJepaTh JOCTOBEPHYIO M aKTyalbHYH0 HMHGOpPMalMIo, JOCTATOYHYIO IS
MPUHSATHS PEIICHUN WA WX UCIIOJIHEHUS, HE JIOJKEH JIOMYCKaTh Pa3IMYHBIX TOJIKOBAHHIM.

B TekcTe gokymMeHTa, IOArOTOBICHHOM Ha OCHOBAHUU 3aKOHOAATEIbHBIX MJIM UHBIX HOPMATHBHBIX
MIPABOBBIX AKTOB, PAHEE U3AHHBIX PACHIOPATUTEIBHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3HTHI:

HAaMMEHOBaHHE JOKYMEHTa, HaWMEHOBAaHHE OpraHa BJACTH (OpraHU3aluu), WU3JaBIIEro(ei)
JOKYMEHT, /1aTa JOKYMEHTa, PETUCTPALIMOHHBIA HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaUMEHOBAHHUE YYPEXKACHUS WU JOJDKHOCTHOTO JIMIA, YTBEPAMBIIErOo JOKYMEHT, Jara
YTBEPKACHUS TOKYMEHTA.

TekcT mOKyMEHTa MOXKET COJAepXKaThb pa3Aelibl, MOJApa3AelNbl, MyHKTHI, MOIMYHKTHI, HyMEpyeMbIe
apabckumu udpamu. YpoBHeH pyOpUKalluu TEKCTa HE IOJKHO OBITh O0Jiee YeThIpex.

TekcT nokyMeHTa u3naraercs:

a) B TpHKa3zax, W3JAHHBIX €IUHOJIUYHO, - OT T[EepPBOr0 JIMIA EJUHCTBEHHOTO 4YHCIa
(«...Mp UK a3 HblBaw»);

0) B mpuKaszax, M3JaHHBIX COBMECTHO ABYMs WM OoJjiee OopraHM3alUsMH, - OT MEpPBOT0 JMIa
MHO>KECTBEHHOTO UnCia («... TP U K a3 bl B a € M»);

93akon Poccuiickoit Oenepanmu ot 25 okTs0ps 1991 r. Ne 1807-1 «O s3pikax HapomoB Poccuiickoit Demepannny
(Bemomoctu che3na HaponHBIX aenyTaTtoB U BepxoBHoro Cosera Poccuiickoit @eneparim ot 12 mexadps 1991 r., Ne
50, cr. 1740; Cobpanue 3axonomarensctBa Poccmiickoit @epepannu, 1998, Ne 31, cr. 3804; 2002, Ne 50, ct. 4926;
2013, Ne 27, c1. 3477; 2014, Ne 1, ct. 1094).




B) B IPOTOKOJAX 3acelaHui - OT TPEThero Jjuia MHoxkecTBeHHoro uucna («CIIYIIAJINY,
«BBICTYIINJIN», «ITOCTAHOBWJIN» nim «PEIINJIN);

€) B JENOBBIX MHUChbMax, O(OpPMIIEHHBIX Ha OJaHKax OpraHu3alyy, - OT IEPBOrO JIHIA
MHO>KECTBEHHOTO 4HCJa (IIPOCUM, HAIpaBisieM, Ipe/UlaraéM) WIM OT TPEThEro Jula €IUHCTBEHHOIO
quciia («y4pekIEHUE HE BO3PAXKAET...», KYUPEXKIAECHUE CUUTAET BO3MOKHBIM...»);

) B JIEJOBBIX MHUChbMAax, O(OPMIICHHBIX Ha JOJDKHOCTHBIX OJlaHKaxX, - OT TIEpBOTO JIUIa
€IMHCTBEHHOTO YKcia («IpOILy...», «Ipeiiara...»);

3) B JIOKJAQJHBIX U CIY)KEOHBIX 3alHMCKaX, 3asBJIEHUSAX - OT IEPBOrO JMIAa €AMHCTBEHHOIO YHCIIa
(«mpoiy...», «CYUTAI0 HEOOXOAUMBIM...»);

M) B JOKyMEHTaX, YCTaHABIMBAIOMMUX (QYHKIUU (00s3aHHOCTH), TpaBa M OTBETCTBEHHOCTh
CTPYKTYPHBIX [IOApa3eIeHuii, paOOTHUKOB (I10JIOKEHUE, HHCTPYKIMS), @ TAKKE COAEpKALUX ONMHUCAHUE
cUTyauui, aHamu3 (PakTOB W BBIBOABI (aKT, CIpaBKa), UCIOJB3yeTcs (opma H3IIOKEHHS TEKCTa OT
TPETHEr0 JIMIA EIUHCTBEHHOIO MM MHOKECTBEHHOTO YHucia («OTIEN OCYLIECTBISIET (YHKIUU...»,
«KOMUCCHS TIPOBENA MPOBEPKY...»).

[Ipn moAroToBKe TeKcTa JOKYMEHTa CcleAyeT coONoJaTh MpaBHUiia HANMMCAHUS OQUIMATIbHBIX
HAauMEHOBaHU, YUCIUTENIbHBIX U €INHULl U3MEPEHHUS.

B Tekctax MOKYMEHTOB YHNOTPeONSIOTCS OOLenpuHsThie ab0peBuaTypsl M TIpaduyeckue
COKpAIL[EHUSI.

[Ipu ykazanuu B Tekcre paMUIMK JIUIAa MHULHAAJBI CTaBATCS 1Mocie (haMuIum.

B nenoBbIx (City’ke0HBIX) MUChMax UCTIOIb3YIOTCS

BCTYIUTEIHHOE OOpaIieHue:

YBaxkaemsiii rocioiuH IIpencenarens!
YBaxaeMblil rocrioguH MuHucTp!
VYBajkaemblli rocrioqud MBaHos!
VYBaxaemas rocnoxka [lerposa!
VYBaxaemblii MBau IletpoBuy!
VBaxkaemass AuHa HukonaesHa!
VYBaxxaemble rocnonal

3aKIIIOYMTENNbHAs ATUKETHas Ppa3za: «C yBaKEHHEM, ...».

HaumeHoBaHMe NOKHOCTHM B OOpallleHMM NMILETCS € NPONUCHOW OyKBbI, B OOpalleHHUU IO
(baMUIMM MHULMAIIBI JIMLA HE YKa3bIBAIOTCS.

2.44. OTMeTKa O NMPHIOKEHUH COAEPKUT CBEACHUS O JOKyMEHTE (JIOKyMEHTAax), MPUJIaraéMoM K
COIIPOBOJIUTEIIBHOMY IHCbMY, MHOMY HH(QOPMALMOHHO-CIIPAaBOYHOMY JOKYMEHTY, WJIM O TOM, 4YTO
JOKYMEHT SIBJIETCS IIPUII0AKEHUEM K OCHOBHOMY JIOKYMEHTY (HOPMaTHUBHOMY, PACIOPAJUTEIbHOMY WU
HHOMY).

B compoBoauTenpHbIX MUCbMaxX M APYIHX MH(POPMALMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKA O
IPUIIOKEHUN 0(OpMIISIETCs IO TEKCTOM OT I'PaHMIIBI JIEBOT'O MOJIS CIEIYIOIIUM 00pa3oM:

a) ecJIM IPUJIOKEHUE HAa3BaHO B TEKCTE:

[Ipunoxenue: Ha 2 11. B 1 3K3.
0) eciu NPUIIOKEHUE HE Ha3BaHO B TEKCTE WJIM €CIIM MPUIIOKEHUN HECKOJIBKO:
[Tpunoxenue:
1. ITonoxenue 06 YnpaBiaeHUN PErMOHAIBHOIO KPEJUTOBAaHUS Ha 5 1. B 1 9K3.
2. CrpaBKa 0 KaJJpOBOM COCTaBe YTIPABJIECHUs PETMOHAILHOTO KPEAUTOBAHUSA HA 2 JI. B 1 9K3.
B) €CJIM MPHUJIOKEHUE (TIPUIIOKEHHS) COPOIIIOPOBAHO(BI):
[Tpunoxenue: B 2 3K3.
ITpunoxxenne: oruer o HHUP B 2 7k3.

I) €CIU JIOKYMEHT, SBISIONUICS NPUIOKEHUEM, HMEET MPHIOKEHUS C CaMOCTOSTEIbHON
HyMepaluuei cTpaHuLl;:

[Tpunoxenue: IOroBop BO3ME3HOT0 okazaHus yciuyr ot 05.09.2020 r.
Ne 32-17/72 v npunoxxeHus: K HeMy, BCero Ha 7 I



1) €CJI MMCbMO HaNpaBJIsieTCs] HECKOJIBKUM aJipecaTtaM, a JOKyMEHT-IIPHIOKEHNUE TOJIBKO IIEPBOMY
azpecary:

[Ipunoxenne: Ha 3 1. B 1 3K3. TOJIBKO B MEPBBIN ajpec.

€) eclnM NPWIOKEHHEM SBIAIOTCA JTOKYMEHTBI, 3alMcaHHble Ha (U3NYECKH 000COOICHHBIN
3JEKTPOHHBIN HOCUTEND:
[Ipunoxenne: DVD-R B 1 3k3.

IIpu »>TOM Ha BKIafblIIE (KOHBEPTE), B KOTOPBIM MOMELIAETCSI HOCHUTENb, YKa3bIBAIOTCS
HaMMEHOBAaHUS IOKYMEHTOB, 3alIMCAaHHBIX Ha HOCUTEIb, UMEHa (ailioB, 00beM B OaiiTax.

B pacnopsiiuTenbHbIX JIOKyMEHTax (MpUKas3aX, paclopsLKEHUSX), JIOTOBOPAX, IOJIOXKEHUSX,
MpaBHUJIaX, WHCTPYKIUAX WU JAPYIHX JOKYMEHTaX OTMETKAa O HPUIIOKEHUU OGOPMIIIETCS CIETYIOUINM
obpa3zom:

B TEKCTE JOKYMEHTa IpPU MEPBOM YIOMHUHAHWH JOKYMEHTA-TIPUIIOKEHUSI B CKOOKaX yKa3bIBaeTCs:
...(mpusiokeHue) wid ... (mpuitoxxenue 1), (mpuoxerne Ne 1);

Ha IEPBOM JINCTE JOKYMEHTA-TIPUIIOKEHHS B IIPAaBOM BEPXHEM YIJIy YKa3bIBaeTCsI:

[punoxenne Ne 2
k npukazy MJIOV «Jl/c Ne 105»
Ne 01-09/01 ot 15.08.2020

Ecnun npuitosxeHueM K pacnopsaInTeIbHOMY JOKYMEHTY SIBJISETCS JIOKAIBHBIA HOPMATUBHBIN aKT
VI UHOM TOKYMEHT, YTBEPKIAEMBII TaHHBIM PaCHOPSIUTEIbHBIM TOKYMEHTOM, Ha IIEPBOM JIUCTE
MIPUJIOKEHUSI TPOCTABIISIETCSI OTMETKA O IPUIIOKEHUH (0€3 CChIIIKM Ha pacOPSIUTENbHBIN JOKYMEHT) U
rpud yTBepxAeHUs, B KOTOPOM YKa3bIBaIOTCS JaHHBIE PACTIOPSIIUTENBHOIO JOKYMEHTA, KOTOPhIM
YTBEPKJIEH TOKYMEHT-TIpuiioxkenne. Hampumep:

[Tpunoxenue Ne 1
YTBEPX/IEHO

npukazom MJIOVY «JI/c Ne 105»
Ne 01-09/01 ot 15.08.2020

2.45. I'pu¢ cormacoBaHus MPOCTABISIETCS HA JIOKYMEHTE B CIIy4ae €ro BHEITHEro COTJIaCOBaHUS

(cormacoBaHue ¢ opraHamMH BJIACTH, UHBIMH OpPTraHU3alUsIMHU, JOKHOCTHBIMU JIUIIAMU).

I'pucd cormacoBanus B 3aBUCUMOCTH OT BHJIa TOKYMEHTa U OCOOCHHOCTEH ero o(popMIICHUS MOXKET
MIPOCTABIIATHCS:

Ha MEPBOM JIUCTE JOKYMEHTa (€ClId JOKYMEHT MMEET THTYJIbHBIN JIUCT, - HAa TUTYJIBHOM JIUCTE) B
JIEBOM BEpXHEM Iy Ha YpoBHE rpuda yTBEp)KAEHHUS WM 0] HAaUMEHOBAHHMEM JOKyMEHTa OliKe K
HIDKHEMY TIOJIIO);

Ha TOCTIEIHEM JICTE JOKYMEHTA MO TEKCTOM;

HAa JINCTE COTJIACOBAHUS, SIBIISIFOIIIEMCS] HEOThEMJIEMON YacThiO IOKYMEHTA.

I'pucd cornmacoBanust coctoutr u3 cinoBa «COI'JTACOBAHO», nOomKHOCTH NUIA, C KOTOPBIM
COrJlacOBaH JOKYMEHT (BKJIIOYass HAaWMEHOBAHHE OpraHHU3aliH), €ro COOCTBEHHOPYYHOU MOAIKUCH,
WMHUIMANOB, (haMIIUU, AaThl cornacoBanus. Hampumep:

COI''TACOBAHO
3aBeqyromuil

MOV «/1/c Ne 105»
[Hogmucey W.O. Gamunus
JlaTa

Ecnn cornacoBaHue OCYIIECTBIISIETCS KOJUIETHAIbHBIM, COBEIIATENIbHBIM WJIM MUHBIM OpPraHOM, B
rpude coriiacoBaHMs yKa3bIBaIOTCS CBEICHHSI 00 OpraHe, COTJIacoBaBIIEM JOKYMEHT, JaTe U HOMEpe
MPOTOKOJIa, B KOTOPOM 3a(hMKCHPOBAHO pelIeHHe O coriacoBaHuu. Eciu corimacoBaHue OCyIIeCcTBISETCS
MHUCbMOM, YKa3bIBAIOTCS BUJI JOKYMEHTA, HAMMEHOBAHUE OPraHU3allly, COTJIaCOBABIIEH TOKYMEHT, JaTa
1 HoMep nuckma. Hanpumep:



COI''TACOBAHO

Cosetom MJIOVY «J1/c Ne 105»
(IpoTOKOJI OT No )
COI''TACOBAHO

CosetoM MY «VYmpasienue 00pazoBaHUA
Anmmvunuctpaniuu MOI'O «YxTay

oT Ne

2.46. BHyTpeHHee corjiacoBaHUE JOKyMEHTa opopmIisieTcs BU30i. Bu3a BeIpakaeT MHEHHE JIHIIA,
BU3HPYIOMIETO MPOEKT JOKYMEHTA, W BKJIIOYACT: JOJDKHOCTH JIUIA, BU3HPYIOIIETO JOKYMEHT, TOIIHCH,
pacmudpoBKy moanucH (MHULIKANIGL, (HaMUINIO) U 1aTy Bu3npoBanus. Hanpumep:

PykoBoauTens IOPUANIECKOTO OTAETIA
IMogmuce MU.O. Gamunns
ara

[Tpu Hanmuuu 3amMeyaHuil K JOKyMEHTY BU3Y O(DOPMIISIFOT CIIEYIOIITUM 00pa3oM:
3aMeuyaHus IpUIararoTCcsl.
PykoBoauTenh FOPUIUIECKOTO OT/IETA
IMogmucey HM.O. amumnus
Jara

B noxymeHTax, mOATUHHUKHA KOTOPBIX XPAHATCS B OpPraHU3aIlMH, BU3bI POCTABJISIOT HA MTOCIIETHEM
JIUCTE IOKYMEHTA IO/ IMOMUChI0, HA 000POTE MOCIEHETO JINCTA TIOJIMHHUKA JOKYMEHTA WM Ha JINCTE
COTJIacOBaHUs (BU3MPOBAHMS), IPUTIAra€MOM K JIOKYMEHTY.

B ucxonsmux noKkyMeHTax BH3bI IMPOCTABISIIOTCS Ha 3K3EMIUISPAX JOKYMEHTOB, IMOMEIIAeMbIX B
Jeto.

[Io ycMOTpeHHIO YUYpexACHUS MOKET MPUMEHSThCS MOJUCTHOE BU3MPOBAHHE IOKYMEHTa U €ro
MPUJIOKEHUH.

CornacoBaHue MPOEKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYILECTBISETCS B COOTBETCTBUU C
nyHktamu 4.1 - 4.11 [IpuMepHOU UHCTPYKIIUH.

2.47. Tloanuch BKIIOYAET: HAUMEHOBAHHWE JOJHKHOCTH JIMIA, MOAMMCHIBAIOMIETO JOKYMEHT, €ro
CcOOCTBEHHOPYUYHYIO MMONUCH, UHULIUMANBI, pamuinio. Hanpumep:

3aBeyIOIHit IMoamnuce HN.0. ®amunus
Ecau nokymeHT oopmiieH He Ha Oi1aHKe, B HAMMEHOBAHUE JIOJDKHOCTH BKITFOUASTCS
HAaMMEHOBaHUE OPTraHU3AINH.
Hampumep:

3apenyromuit MOV «J1/c Ne 105» IToamnuce HN.0. ®amunug

HpI/I O(bOpMJ'IeHI/II/I JAOKYMCHTA Ha OnaHke JOJDKHOCTHOI'O JIMIIAa JOJDKHOCTDB 3TOI'O JHIa B IIOAIIKNCHU
HC YKa3bIBaCTCA.

Iloamuce HN.0. ®amunug
[Ipu noanvcaHM TOKYMEHTa HECKOJIbKUMU JOKHOCTHBIMU JIMIIAMU, 3aHUMAIOIIMMH Pa3HOE

MIOJIO’KEHHE, UX MOJAINCH PacIoJIaratoTcsl OHa MO APYTroM B MOCIEN0BATEIbHOCTH, COOTBETCTBYIOIIEH
cTarycy gojnkHoctu. Hanpumep:



3aBeayronui [Moanuce N.0. Gamunus
3amecTuTeNb 3aBeAYIOIIEr0 [Toanuce N.0. Gamunus

[Ipu noanucanny 1OKyMEHTa HECKOJIbKIUMU JIMIIAMH PABHBIX JIOJDKHOCTEN UX MOAMUCH
pacnoJjiaratorcst Ha 0lHoM ypoBHe. Hanmpumep:

3amecturens 3aBeayrouiero no BOP 3amectuTensb 3aBeayroniero no AXY
[Tonnuce N.0. Gamunus [Tonnuce N.0. Gamunus

B AOKYMCHTAX, MOATrOTOBJICHHBIX KOMI/ICCI/Ieﬁ, B IO CH YKA3bIBACTCA CTATYC JIMIla B COCTAaBC
komuccuu. Hampumep:

[Ipencenarens koMuccuu IToanuce N.0. Gamunus
YneHsl KOMUCCHHT IToamuce N.0. Oamunus
ITonmuce N.0. ®amunug

HpI/I MOoANMMCAaHUKU JOOKYMCHTA JIMIOM, HWCIOJHAIOIIUM 00s3aHHOCTH PYKOBOOUTECIIA, MOANHCH
odopmiIseTcs ¢ yKa3aHHUeM CTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBUHM € IIPUKA30M (pacoOpsKEHUEM).
Hampuwmep:

N.o. 3aBenyromero IMoamuce HN.0. ®amnnnsa
W

Ucnomnasromnmii 0013aHHOCTH IMoamnuce HN.0. ®amnnnsa
3aBEYIOIIETO

[Ipu noanucanuu JOKyMEHTa JTUIIOM, UMEIOIIUM MPaBO MOJIIMUCH B Cllydae BPEMEHHOTO OTCYTCTBUS
PYKOBOJIUTEIS, UCIIPABJICHUS] B HAMMEHOBAHKE JOJDKHOCTU U pacindpoBKy (paMUIUU TOATOTOBICHHOTO
U COIJIACOBAHHOTO MPOEKTa JOKYMEHTa BHOCATCA OT PYKH WM C HCHOJIb30BAHHEM COOTBETCTBYIOIIMX
mramnoB. He gomyckaercs cTaBUTh KOCYIO YEpTy, HAANKCh «3a» Iepe]] HAaMMEHOBAaHUEM JOKHOCTH
JUIA B MOJIUCH, €CIIH JOKYMEHT MOJIMTUCHIBAET HHOE JOHKHOCTHOE JIULIO.

2.48. OT™MeTKa 00 AJIEKTPOHHOH MOJITUCH HUCIIOIB3YETCS JUIsl BU3yalIU3aIlui JIEKTPOHHOM MOAMUCH
MoJyyaTesieM JOKyMEHTa Mpu OOMEHE OHIIEKTPOHHBIMU JOKYMEHTAaMHU, MOJMUCAHHBIMUA YCUJICHHON
KBIU(DUIIUPOBAHHOMN 3JIEKTPOHHOM MOAMUCHIO.

B COOTBETCTBMHM C 3aKoHOJATenbcTBOM Poccuiickoit ®enepanuul® orMerka 06 371eKTpoHHOlM
noanucu GopMUPYETCSI U BU3YAIM3HPYETCS MPOTrpaMMHBIMU cpeAcTBamMH. OTMeTKa 00 3JIeKTPOHHOU
MOANUCH BKJIIOYaeT (ppasy «/JokyMeHT moanucan 31eKTPOHHOHN MOAMUCKIO», HOMEp cepTuduKara Kiroda
AJIEKTPOHHOU MOATHUCH, (aMIIINIO, UM, OTYECTBO BIajieiblia cepTUUKaTa, CpOK JeHcTBUS cepTudukara
KJIOYa 3JeKTpOHHOU noanucu. Hanpumep:

JOKYMEHT IIOAIIMCAH
BJIEKTPOHHOM ITOATIMCHIO
N.0. ®amunms
Ceprtugukar
1a111aaa000000000011
Bnagenen ®amunug Ums OtuecTtBo
HetvictButenen ¢ 11.10.2019 . mo 11.01.2021 r.



[lognucanue (yTBEp)KIEHHME) AOKYMEHTA OCYLIECTBIISIETCS B COOTBETCTBUU C IyHKTOM 2.47
IIpuMepHO UHCTPYKLIUH.

2.49. lleyarp 3aBepsieT NOUIMHHOCTb HOJIUCU JIOJDKHOCTHOIO JIMIIA Ha JOKYMEHTaX,
yIOCTOBEPSIOUINX MpaBa JUL, GUKCUPYIOUINX (PaKThI, CBA3aHHBIE ¢ (PUHAHCOBBIMU CPEIICTBAMH, a TAKXKE
Ha MHBIX JIOKYMEHTax, IpeAyCMaTpUBAIOIIMUX 3aBEPEHHE MOANMCH I€4aTbl0 B COOTBETCTBUU C
3aKkoHoAarenbcTBOM Poccuiickoit denepanumu.

JIOKyMeHTBl 3aBEpsIOT Ie4yaTbio opraHusauuu. Ilewatp mpocTaBisieTcs, HE 3axBaTblBas
COOCTBEHHOPYYHOH MOJNHMCH JIUIIA, MOJIMCABIIETO0 JOKYMEHT, WM B MecTe, oOo3HaueHHOM «MII»
(«Mecto neqatuy).

2.50. Ormerxka o0 wuCHOJHUTENE BKIIOYaeT (aMWINIO, WUMS M OTYECTBO (NPH HAIWYHH)
UCIIOJIHUTEINSI, HOMep ero TenedoHa. OTMeTka 00 MCHOJIHUTENE MOXKET JOMOIHSTHCS HaUMEHOBAaHHEM
JOJKHOCTH, CTPYKTYPHOTO TNOJpa3feieHUus] M 3JIEKTPOHHBIM aapecoM ucnosHutens. OrmeTka 00
ucrnoJiHuTeNne o(opMIIsSeTCsl Ha JIMIIEBOM CTOPOHE IMOCIEIHEro JHMCTa JOKYMEHTa OT I'paHHUIbl JIEBOTO
TIOJIS1 WUTH, TIPH OTCYTCTBUU MECTa, - Ha 000POTHOM CTOpOHE JIMCcTa BHU3Y cieBa. Hampumep:

Wnbun Unea Unbuy, OTaen ynpaBieHus: NEPCOHAIOM, BEAYIIUN CHIEIUAINCT

+7(495) 924-45-67, llyin_lv@techno.ru

OtmeTKa 00 UCTIOJTHUTENIE MOXKET 0(POPMIIATHCS KaK HYKHUN KOJIOHTUTYJ U NedaTrarbes MpUPTOM
MEHBUIETO pa3Mepa.

2.51. OrMeTka O 3aBepeHUM KOMUU OQOpPMIIIETCS A TOATBEPKICHHUS COOTBETCTBUS KOIUU
JOKyMEHTa (BBIMMCKM W3 JOKYMEHTa) IOJ/UIMHHUKY JoKymMeHTa. OTMeTKa O 3aBepeHHUU KOIUU
MIPOCTaBIIsieTCS Ha CBOOOJHOM OT TEKCTa MECTE WJIM, MPU OTCYTCTBUU CBOOOJHOTO MECTa Ha JIUIEBOMU
CTOpPOHE JIOKyMEHTa, Ha 000pOTe JOKYMEHTa M BKJIIOYaeT: clioBo «BepHo», HauMeHOBaHUE JOJKHOCTU
JUIa, 3aBEPUBILErO KOIHIO; €ro COOCTBEHHOPYUHYIO MOJIMKUCH; pacliM(poBKY MOANHMCH (MHUIHAIIBI,
(haMHUITHI0); ATy 3aBEPEHUS KOTHH (BBIMMUCKH U3 JOKYMEHTA).

Ecnu xonus BelgaeTcst [Uisl PEICTAaBICHUS B APYTyI0 OPraHU3aLUI0, OTMETKA O 3aBEPEHUU KOIIUU
JOTIOJIHSAETCA 3allUChl0 O MECTe XpaHEHUs JOKyMEHTa, C KOTOpPOro ObUla H3rOTOBJIEHA KOMUS, U
3aBepsieTcs NeYaThlo OpraHU3alHH.

Hanpuwmep:

[MomaanK qoxkymenTa Haxoautcs B MJIOY «Jlerckuit cag Ne10S5S koMOMHUPOBAHHOTO BUIA»

B neie Ne 08-053a 2015 r.»

Bepno
3aMecTUTENb 3aBEIYIOLIETO Iommucy U.O. Pamunus
Hara IIeuaTs

Ha xonusix MHOrOCTpaHUYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHUU KOMHU MPOCTaBISIETCS Ha
KaKJOM JIMCTE JAOKYMEHTAa WM Ha MOCIEAHEM JIMCTE MPOIIUTOTO WM CKPEIUICHHOTO MHBIM 00pazoM
JOKyMEHTa. 3aluch O MECT€ HAXOKJIEHHUs TMOJIMHHUKA MPOCTABIAETCS TOJBKO Ha IMOCIEIHEM JIHCTE
JOKYMEHTA.

Jis  3aBepeHUss KONUHM JOKYMEHTa, M3TOTOBJIEHHON Ha OyMa)XHOM HOCHUTEIE, MOXET
WCII0JIb30BATHCS ITAMII.

Komnuu sneKTpoHHBIX JOKYMEHTOB, HAMPaBISEMbIX 110 MHPOPMAIIMOHHO-TEIEKOMMYHUKAIMOHHOM
CEeTH, 3aBEePAIOTCS AJIEKTPOHHOMN MOAMKMCHIO PYKOBOIUTENS YUPEXKACHUS WU MHOTO YHOJIHOMOYEHHOTO
UM JIMIIa WU BBICBUIAIOTCS TOJIYYaTeal0 C COMPOBOJUTENBHBIM MHCHBMOM B (DOpMe 3JIEKTPOHHOIO
JOKYMEHTA.

Komuu »1neKkTpOHHBIX JOKYMEHTOB Ha (U3HUeCKd OOOCOONIEHHBIX HOCHUTENSX BBICHIIAIOTCS
MOJIY4aTEN0 ¢ CONMPOBOAUTEIHHBIM MTUCHMOM Ha OYyMa’kHOM HOCHUTEJE.

10 TIpuka3 MuHHCTEPCTBA CBA3M M MACCOBBIX KOMMYyHMKauuii Poccuiickoit @enepamuu u DenepanbHoll Ci1yxObl
oxpansl Poccuiickoit @enepammu ot 27 mas 2015 1. No 186/258 «O6 yrBepkneann TpeOoBaHMiA K OpraHU3aI[HOHHO-
TEXHHYECKOMY B3aMMOJEHCTBHIO TOCYIapCTBEHHBIX OPTaHOB W TOCYAApPCTBEHHBIX OPraHM3alMi ITOCPEACTBOM
oOMeHa IOKyMEHTaMH B 3JIEKTPOHHOM BHE» (3apeructpupoBad B Munmucrepcte roctiunnu Poccuiickoit @enepanun
22 centsi6ps 2015 r., perucrparionnsiii Ne 38956).
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B conpoBoanTeIbHOM IUCHME K KOIIUSAM 3JIEKTPOHHBIX IOKYMEHTOB YKa3bIBAaETCS:

a) HAUMEHOBaHHE UHPOPMALIMOHHOM CUCTEMBI, B KOTOPOU XPaHATCS JOKYMEHTHI;

0) HaMMEHOBAHUS JOKYMEHTOB, KOIIMHA KOTOPBIX HAIIPABIISIOTCS MOJIYy4aTeIo;

B) Ha3BaHMs (HAilIOB TOKYMEHTOB C yka3aHHeM (opMmaToB (ailioB u oObeMa Kaxaoro ¢aitia B
OaiiTax;

I') laTa U3TOTOBJICHUS U 3aBEPEHUSI KOTIUH.

[Ipu sTOoM Ha Qusnuecku 000COOJIEHHOM HOCUTEIE HECMBIBAEMBIM MAapKEPOM YKa3bIBACTCS:
«[Ipunoxenue k nucbMy ot (nara) Ne ...».

Komnus a5eKTpoOHHOTO JOKYMEHTa, MpEJICTaBiI€HHAs B BUJE JIOKYMEHTa Ha OyMa)KHOM HOCHUTEIIE,
3aBepsETCs B MOPSJAKE, YCTAHOBJICHHOM lIpyuMepHON MHCTpYKIMEN I 3aBEPEHUs KONIMI JOKYMEHTOB Ha
OyMa)XHOM HOCHTENE, C YKa3aHHEeM, B KaKOH HH()OPMAIMOHHOW CHCTEME XPaHUTCS SICKTPOHHBIN
JOKYMEHT.

2.52. OTMeTKa O TOCTYIUICHUM JOKYMEHTa CIY>KUT JJsl MOJATBEPXKJIEHUS (PakTa MOCTYMICHUS
JOKYMEHTa B OpraHM3allii0 W BKJIIOYAET JaTy MOCTYIJICHUS M BXOMSIIUN pPErucTpalMOHHBIN HOMED
nokymeHTa. Ilpu HeoOXOaUMOCTH OTMETKAa O NMOCTYIUIEHHHM MOXET JIOMOJHSATHCS YKa3aHHUEM BpPEMEHU
MOCTYIUIEHHUSI JOKYMEHTa B 4acaX U MUHYTax U criocoda I0CTaBKU JOKYMEHTA.

OTMmeTKa O MOCTYIUIEHUU JOKYMEHTA MOYKET MPOCTABISATHCS C MOMOILBIO LITaMIIa.

2.53. Pesomroumsi JO0DKHA COJEPKATh YKa3aHWE [0 WCIIOJHEHHIO JOKyMEHTa. Pesomronus
odopmIIIeTcsT Ha CBOOOHOM MECTE pabouero IMmoJis JOKyMEHTa, Ha OJaHKe PE30JIIOIUHM WA BHOCHTCS
HEMOCPEJCTBEHHO B CUCTEMY 3JIEKTPOHHOTO IOKYMEHTOO00pOTA.

Pe3omronus noipkHa BKIIHOYATh: (aMUINIO, MHUIMAJIBl UCTIONHUTENS (MCTIONHUTENEH), mopydyeHue
M0 JIOKyMEHTY (KOHKpPETHOE 3aJaHHe [0 WCHOJHEHUIO JOKyMEHTa Wi (QOpMYIHpPOBKA LEIH
paccMOTpeHHUs] JIOKyMEHTa), NMPU HEOOXOJWMOCTH - CPOK HCIHOJHEHHs, MOJANUCH JIMIA, BBIHECIIETO
PE30ITIONHIO, 1aTy PE30JIFOLINH:

damvunnsg U.0., Gamunus U.0.
[Tporry moAroTOBUTH MPEIIOKEHUS
k 10.11.2020 r.

IMoamnuce Hara

CpOK UCIOJTHEHUS OPYUYEHHUS HE JOJDKEH YKa3bIBaThCsl, €CIM OH Ha3BaH B TEKCTE MOCTYMHBIIETO
JOKYMEHTa M PYKOBOIHUTEIb HE CUMTACT HEOOXOIWMBIM H3MEHHUTH €r0 B CTOPOHY COKpAICHUS WITH
SIBJISIETCS] TUTIOBBIM JIJIs1 JAHHOTO BUJIA TOKYMEHTA.

[Ipu yka3aHWM HECKOJIBKHMX HMCIOJHUTENCH (DaMuiIvs OTBETCTBEHHOTO WCIIOJTHHUTENS yKa3bIBaeTCs
MEePBOH, TIOTYEPKUBACTCS HIIM 0003HAYACTCS CJIOBOM «OTB.» («OTBETCTBEHHBIINY).

2.54. OtMeTKa O KOHTpPOJIE CBHJETEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTPOJb,
npocraisieTcsa mraMnom «KoHTpoJib» Ha BEpXHEM I0JI€ JOKYMEHTA.

2.55. OTMeTKa 0 HanpaBJICHUU JOKYMEHTA B JI€JIO OMPEACIISIET MECTO XPaHEHUsI JOKYMEHTA MOCIie
3aBeplUIeHUs pabOThl C HUM U BKIIOYAET: cJoBa «B 1enoy, HHAEKC ena o HOMEHKIIAType JIeT, B KOTOpoe
MOMEIIaeTCsl JOKYMEHT Ha XpaHEHHUe, ¢ yKa3aHHEM roja, NOJDKHOCTH JIHIA, O(OPMHUBIIETO OTMETKY,
noanucu, aarel. Hampumep:

B nemo Ne 01-18 3a 2020 1.
3amMecTUTeNb 3aBEAYIOLIErO
ITonnuce Hara

OtmeTKa © HaIllpaBJICHUU JNOOKYMCHTA B [OCJIO0 MOXET HONOJHATBCA KPATKHUMU CBCACHUSAMH O
XapaKTepeC UCIIOJIHCHHUA NTOKYMCHTA.

III. MIOATI'OTOBKA U O®OPMJIEHHUE OTAEJIBHBIX BUIOB TOKYMEHTOB.
3.1. JlokanbHble HOpMaTHBHbIE akThl (naynee - JIHA) yupexnaeHuss uzgarorcs B BHJIE NpaBull,

MOJIOKEHUM, WHCTPYKLUH, PEriaMeHTOB, MepedyHel, KIacCU(pUKATOPOB M JPYTUX BHUJIOB JOKYMEHTOB.
Pexomennyemsbiii o6pazenr opopmienust JIHA Ha npumepe mosioxkeHust 00 omuiaTe TpyAa pabOTHUKOB



MYHUIIUOAIBHOTO  JOIIKOJIbHOTO  oOpa3oBarensHOro  yupexxaeHust — «Jerckmit  cax  NelOS
KOMOMHHMPOBAHHOTO BUa» (mpuioxenue Ne 1).

JIHA niproOpeTaroT IpUAMYECKYIO CHILY TIOCE UX YTBEPKACHUS PACTIOPAIUTEIbHBIM TOKYMEHTOM
(IprKa30M) WM HENOCPEACTBEHHO PYKOBOIUTENIEM YUPEKIEHUS HHBIM YIIOJTHOMOYEHHBIM UM JIULIOM.

PykoBoauTenu cTpyKTypHBIX ITOApa3esieHuil He Bpase n3nasath JIHA.

3.2. JIHA moryT ObITb:

a) MOCTOSIHHO JIEUCTBYIOIIUMU (0€3 OrpaHuYeHUs] CpPOKa UX MPUMEHEHUS);

0) BpeMEHHBIMH (JCHCTBYIOIIMMH B TEUYCHHWE YKAa3aHHOTO B HHUX CPOKAa WMJHM JI0 HACTYIUICHUS
OTPEJIEIEHHOTO COOBITHS).

3.3. OcHoBanueM ans uznanust JIHA ssstrotcest:

a) 3aKOHOJIATEJIbHbIE M MHbIE HOpMaTHBHBIE IpaBoBble akThl Poccuiickoit ®enepauuu (ykassl U
pacniopsikenus [Ipesunenta Poccniickoin Denepannu, NOCTAaHOBJIEHUA U pacniopsbkenus [IpaBurenscrBa
Poccuiickoit @enepanuu, akTsl (efepanbHbIX OPraHOB UCIIOJHUTEIBHON BIACTH);

0) 3aKkoHOJaTeNIbHbIE aKThl cyObekra Poccuiickoit ®enepanuu, HOpMATHBHBIE IPABOBBIE AKTbI
OpraHOB TOCY/IapCTBEHHOM BiacTu cyonekTa Poccuiickoit denepanuu;

B) paHee u3JlaHHble B yupexxaenus JIHA u/unu pacnopsautenbHble JOKYMEHTHI.

3.4. JIHA u3garoTcs B LesX:

a) YCTaHOBJIEHUSI HOpM, TpeOOBaHUM, TMpaBWI B OTHOLIEHUH MpEeAMETa HOPMATUBHOTO
perynupoBaHus, paHee He SBISBLIEMCS MPEIMETOM PETYIHMPOBaHUS B OpraHU3allNH;

0) WU3MEHEeHMs CYIIECTBYIOUIUX HOpM, TpeOOBaHMM, MpaBUJI, YCTAHOBJIEHHBIX paHee H3JaHHBIMU
HOPMAaTUBHBIMU JIOKYMEHTaMU;

B) OTMEHBI paHee YCTAaHOBJIEHHBIX HOPM, TPEOOBaHUH, MPaBUIL.

3.5. Ilpemnoxenue o paspabotke npoekra JIHA BHocUTCS pPYKOBOJIUTENEM CTPYKTYpPHOTO
MOAPa3ICNIEHUs WU UHBIM JIOJKHOCTHBIM JIUIIOM.

3.6. JIHA pa3pabaTeiBaeTcsi B ciiydae, eCiu:

a) HWMEEeTCs Yy4acTOK paboThl (BOMPOCH JAEATEIBHOCTH), HYXIAIOIIMICI B HOPMAaTUBHOM
pErylupOBaHuH;

0) TpebyeTcsi BHECEHUE 3HAUYNTEIHLHOTO KOJIMYECTBA M3MEHEHU B panee mpuHAThI JIHA;

B) BBISIBIIGHO Heckoyibko JIHA, perymupyromux CMeXHBIE BOTPOCHI, KOTOPBIE IEI€CO00pa3HO
00BETMHUTD B OJJUH JOKYMEHT.

Axtyanm3anus panee npuHAaThix JIHA. ocymiecTBisieTcs yepe3 BHECEHUE B HUX U3MEHEHU .

3.7. IlpennoxkeHne ¢ 00OCHOBaHMEM HeoOXoaMMOCTH pa3paboTku HoBoro JIHA mpencraBmsercs
PYKOBOJUTENIEM CTPYKTYPHOIO MOJAPA3JCIICHUs WM HHBIM YIOJHOMOYEHHBIM JIOJDKHOCTHBIM JINLIOM
PYKOBOJUTEIIO YUPEXJICHUs B (popMe AOKIaIHON (C1y)KeOHOM) 3aUCKU, B KOTOPOH M3/1araeTcs:

a) BOIpPOC, TPeOYIOIUMH pELIeHHs, C H3JI0)KEHHMEM OCHOBHBIX HAalpaBJICHUH, CIIOCOOOB €ro
pellIeHus;

0) IPOrHO3 MOCIEACTBUN NPUHATHS HOPMATHBHOIO JOKYMEHTA; OpraHU3allMOHHbIE, KaJpOBBIE,
(uHaHCOBBIE, MATEPUAILHO-TEXHUUECKUE U MHbIE MEPOIIPHUATUS, KOTOPbIE HE00X0AUMO Oy/eT MPOBECTH
B CBSI3U C IPUHATHEM HOPMAaTUBHOTO IOKYMEHTA;

B) mepedeHb paHee wu3gaHHbIX JIHA, mnoanexamux OTMEHE B CBSI3M C H3JIaHHMEM HOBOIO
HOPMAaTUBHOI'O JTIOKYMEHTA;

I') IpeUlaraeMblii CpoK i1 pa3pabOTKU IPOEKTa HOPMATUBHOIO IOKYMEHTA.

3.8. CornacoBanue npoekroB JIHA ocymiectBisiercs B cOOTBETCTBUM ¢ nyHKTamu 4.1 - 4.13
HACTOSIILEN UHCTPYKLIMH.

3.9. JIHA yrBepKIaeTcsi MPUKa30M pPYKOBOJIUTENSA, €CIU OJHOBPEMEHHO C YTBEPKIECHUEM
HOPMAaTUBHOTO  JOKYMEHTa HEOO0XOJMMO TPHUHATH Mephl  OPraHU3allMOHHOT0, (UHAHCOBOTO,
TEXHUUYECKOTO, KaAPOBOI0 MM MHOTO XapaKTepa U 1aTh COOTBETCTBYIOUIUE MOPYYEHHUS PYKOBOIUTEIAM
CTPYKTYPHBIX MOJIpa3/IelIeHui UM MHBIM paOOTHUKAM OpraHHu3allliy, a TaKKe ecIM He0OXOIUMO BHECTH
M3MEHEHHUS WM NIPU3HATh YTPATUBILINMU CHIly paHee yTBepkacHHble JIHA.

3.10. U3menenus B JIHA u ormena JIHA odopmitsitoTcst mpuka3oM pyKOBOAUTEINS YUPEKACHUS WIH
MHOTO JIOJDKHOCTHOTO JIMIA, TPUHUMABIIEro pemieHue o6 yreepxkaenun JIHA.



N3menenus B JIHA u ormena JIHA, yTBepKIeHHBIE HEMOCPEACTBEHHO COOCTBEHHOPYYHOM
MOJIMUCHIO PYKOBOJUTENS YUPESKACHUS WIM MHOTO YHOJHOMOYEHHOTO MM JOJDKHOCTHOTO JIMIA B TpHUde
YTIBEPKACHUS, BHOCSTCS IPUKAa30M, M3aBaEMbIM DPYKOBOJWUTEIEM  YUPEXKACHUS WM HHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JIULIOM.

3.11. B Tekcre mnpukaza 00 yTBEp)KIEHHM, H3MeHeHuu win ortmeHe JIHA wucnonb3yrorces
(OpMYIHUPOBKH:

npu yrBepxkaeHun HoBoro JIHA: «YTBepauth (HazBanue JIHA)» mnu «YT1BepauTh (Ha3BaHUE
JIHA) u BBectHu B nelictBue ¢ (nata)». Hampumep:

1. YTBepauts [lonoxeHne o JOKaIbHBIX HOPMAaTUBHBIX aKTaxX OpraHU3aluy,

WIN:

1. YtBepmuts llrtatHoe yupexnaenus Ha 2020 roq u BBectu ero B aevictBue ¢ | stBaps 2020 r.
(npunoxxeHue).

IIpY BHECEHUM M3MEHEHUl B paHee yrBepkaeHHbIH JIHA: «BHecTn namenenus B (Ha3Banue JIHA).
Hamnpuwmep:

1. Buectu ciienyronue n3meHenus B [lltaTHoe pacnmcanne Ha 2020 101, yTBEPKICHHOE MPUKA30M
MJIOV «Jlerckuit cag Nel05 komOMHUpOBAaHHOTO BHa» OT 25 pexadbps 2019 r. Ne 01-09/345: ...

npu otMeHe panee yrBepxkiaeHHoro JIHA: «Ilpusnare yrpatuBmum cuiy (HasBanue JIHA),
YTBEpKACHHOE ...». Hammpumep:

4. IlpuzHath yrpaTuBmINM cuiy [lojokeHne o HEHOPMHUPOBAHHOM paboOyeM JIHE, YTBEPKIAECHHOE
npukazoM MJIOV «Jletckwuii cax Nel05 xomOuHMpoBaHHOTO BHaa» OT 25 nexadpst 2019 r. Ne 01-09/345.

3.12. OcHoBHBIMM pekBu3HTaMH JIHA SBISIFOTCS: HaMMEHOBAaHHME OPraHHU3alliy, HAUMEHOBAHUWE
BHJIa JJOKYMEHTA U 3ar0JIOBOK K TEKCTY, COCTaBJISIOIINE OJHO 1es0e, Tpud YTBEPKACHHUS, MECTO U3aHUs
JOKYMEHTA.

Eciu mpoektr JIHA. sBisieTcss MHOTOCTpaHMYHBIM U K HeMy O(OPMIISETCS TUTYJIbHBIM JIHCT,
YKa3aHHBIE BBIIIE PEKBU3UTHI Pa3MELIAIOTCSA HA TUTYJIBHOM JIUCTE.

3.13. Undopmanus crnpaBodyHOro Xapakrepa (rpaduku, cCXeMbl, TaOIHUIbI, (GOPMBI TOKYMEHTOB)
odopmisercs B Buze npuiioxkennii Kk JIHA.

Ha mpunoxenusx xk JIHA odopmisieTcss peKBU3UT «OTMETKAa O MPHUIIOKEHUU» B COOTBETCTBHH C
MMYHKTOM 2.44 HACTOSIIEH NHCTPYKIUH.

3.14. JIHA BcTynaet B CHJIy B CPOK, YKa3aHHBIN B MPUKa3e, KOTOPbIM yTBep:kaeH JIHA, nnu ¢ natel
yrBepxkaeHus JIHA.

3.15. PacniopsimutenbHbIe JOKYMEHTHI YUPEXKACHUS U3AI0TCS B (OpME NMPUKA30B U PACTIOPSDKCHHIMA.
Pexomenyembie 00pasibl 0(hopMIIEHHUS MIPHKa3a U pacropsukeHus (mpriokenust Ne 2, 3).

[Ipuka3bl u3gar0TCs B 1ENAX 0(OPMIICHUS PEIICHUNA:

a) HOPMATUBHOIO XapakTepa (ecnu mpukazom yreepxkaaercs JIHA wnu npunHumaeTcs pelieHue
OpPraHU3aI[MOHHOTO XapaKTepa, HalpuMep, MpuKa3 00 yTBEpKACHUU CTPYKTYPHI U IITATHON YUCICHHOCTH
OpraHu3aIluHm ),

0) OpraHU3alMOHHOTO, aAMUHUCTPATUBHOTO, B TOM UYHCJI€ ONEPATUBHOTO XapakTepa Mo BOIpocam
OCHOBHOM J1€ATE€IbHOCTH OPraHU3aLlUN.

3.16. IlpoekTbl NpHUKa30B IO OCHOBHOW MESATENBHOCTU TOTOBAT CTPYKTYPHBIE IOJpa3aCICHUS
YUPEKJICHHS Ha OCHOBAaHUU MOPYYCHHUI PYKOBOJICTBA MO0 B MHUIIMATUBHOM HOpsiaKe. OTBETCTBEHHOCTh
3a Ka4eCTBEHHYIO IMOJTOTOBKY IPOEKTa MpHKa3a, COrNIaCOBAaHUE M MPaBHIIbHOE O(POPMIICHHE IMPOEKTa
HECET PYKOBOAMTEINb MOAPA3AEIEHUs, KOTOPBIM TOTOBUT MPOEKT MpUKa3za W MPEACTABISIET €ro Ha
MOITUCH.

3.17. KoHTpoiab 3a MNpaBUWIBHOCTbIO OG(OPMIIEHUS MPOEKTOB IPHKA30B  OCYIIECTBISET
JeTIOTIPOU3BOANTEND (TIPU €0 HAJIMYMK) OPTaHU3alHH.

3.18. Ilpuka3spl, uM3raBaeMble B OpraHM3alMM, HE JOJDKHBI MPOTUBOPEUYUTH 3aKOHOJATEIBCTBY
Poccuiickoit @enepanyu, YcTaBy OpraHu3alyy, JOKAJIbHBIM HOPMATUBHBIM aKTaM YUpEXKICHUS U paHee
W3JIaHHBIM [IPUKa3aM OpraHU3aluu.

3.19. IIpuka3zbl M0 OCHOBHOM JEATEIILHOCTU U3/1AI0TCS:

a) BO MHCIIOJHEHHE HOPMATHUBHBIX IPABOBBIX AKTOB OPraHOB TOCYIApCTBEHHOW BJIACTH H
BBIIIECTOSIIIIUX OPraHU3aLn;



0) B IENIAX OCYHIECTBIICHUS YIPABICHUYECKON NEATEIBHOCTH, BBITEKAIOMEH U3 (QyHKIUN u 3a1aq
OpraHu3alHy.

3.20. Ilpuka3sl 1O OCHOBHOM JEATEIILHOCTH COCTAaBJSIOTCS HA OCHOBE TIIATENBHOTO U
BCECTOPOHHETO H3YYCHHs BOIPOCOB, TPEOYIOUIMX pa3pelieHusi, 4yToObl COAEpKalluecs B IMpHUKa3ax
NOpy4YeHUs: OBLTM KOHKPETHBIMH, OO0ECIICUMBAIHNCH JOCTATOYHBIMH MAaTEepPHAJIbHO-TEXHUUYECKUMH U
(MHAHCOBBIMU CPEACTBAMHU M B JajbHEHIIEM HMCKIIOYAIA HEOOXOAMMOCTh KOPPEKTUPOBKU MPUHSTHIX
PEIICHUI B CBSI3UM C HEMOJHOTOM HITM HETOPAOOTKON MPEIBIIYIIEro MPHKa3a.

3.21. Ipuka3el yupexaeHuss ohOpMISIOTCS Ha OJaHKe MpUKa3a ¢ HMCIIOJB30BAHHEM CIICIYFOIINX
PEKBU3UTOB: Jara JOKYMEHTa, PETUCTPAallMOHHBII HOMEpP JOKYMEHTa, 3arojIoBOK K TEKCTy, TEKCT,
noanuch. Jlata M pErucTpaliOHHBIM HOMEp MpHKa3a MPOCTABJSIOTCS IMOCIE MOANMCAHUS IpHUKa3a
PYKOBOJIUTENIEM OpraHU3aliHy.

3.22. 3aroyioBOK K IpUKa3y NEYaTaeTcsi 4epe3 OJWH MEXKCTPOUHBIM HMHTEpBaJl MOJl PEKBU3UTAMU
O5aHKa cieBa OT I'PAaHUIBI JIEBOro Mojs. Touka B KOHIIE 3aroJIoBKa HE CTaBUTCS. 3arojoBOK K MPHUKa3y
bopmMmynupyercss ¢ IpeioroM «o» («o0»), KpaTKO M TOYHO OTpaxasl CoJAepiaHHe TeKCTa IpHKasa.
Hamnpuwmep:

06 yrBepkaeHnH MHCTpYKIIMHU 110 1€TI0NPOU3BO/JICTBY;

O nopsaxe puHaAHCUPOBAHUS pPEKJIaMHON KaMITaHUU;

O co31aHuu SKCIEPTHON KOMUCCHUU.

3.23. Tekct mpukaza COCTOUT U3 ABYX dacTel: o0ocHOBaHUs (mpeaMOysbl) U PacrlopsIUTENbHON
yacTu. B 060cHOBaHMM yKa3bIBaeTCsl OCHOBaHKE, PUYMHA WK 1IeJIb U3/IaHus JoKyMeHTa. Hanpumep:

B cootBercTBUM C mpukazoM MUHHCTEPCTBA CBSI3M M MAacCOBBIX KOMMYHUKaUUW oT 25 nexalOps
2014 r. Ne 1494 «O06 yrBepxkneHun IlpaBunm oOMeHa JOKYMEHTaMH B JJIEKTPOHHOM BHJIE TpHU
YUpEXJIeHUU NTHPOPMALMOHHOTO B3aUMOACUCTBUS ...

B umemsx ydpexnaeHus W TNpoBeAECHHUS PpabOThl MO SKCIEPTU3E LIEHHOCTH JOKYMEHTOB,
o0pa3yromuxcsi B JEATEIbHOCTH OpraHu3alui, U OTOOpY HX Ui IMepefayd Ha XpaHEHUE B apXuB
YUPEKICHUSA U K YHUUTOKEHHUIO ...

3.24. PacnopsiauTenbHasg YacThb IPUKAa3a HAYMHACTCS CIOBOM «II P UK a3 bl B a0», KOTOPOE
revyaTaercsi CTPOYHBIMU OyKBaMU Bpa3psiKy.

PacnopsiauTenbHas 4acTb MOXKET CONEPKATh:

a) pelIeHHs OPraHU3alOHHOTO Xapakrepa (yTBepIuTh, CO3/1aTh, MpeoOpa3oBaTh, JUKBUIUPOBATH,
MPU3HATh YTPATUBLIUM CHIIY);

0) KOHKpETHbIE IOPYUYCHHS C YKa3aHUEM HCIOJHUTENS (MCIOTHUTENEH) U CPOKOB MX BBINOJHEHHUS.

3.25. Kaxmoe pemenue (mopydeHue) odopmisieTcss B MpUKa3e KaK OTACIbHBIM MyHKT. [TyHKTBI
MpHKa3a pacrnojaraiTcsi B JIOTUKO-BPEMEHHOM TMOCIEI0BATEIbHOCTH M HYMEpPYIOTCS apaOCKUMHU
uuppamu. Eciam nopydeHue aaercs KOHKPETHOMY IOJpa3efieHUI0, €ro HaWuMEHOBAHHME IHIIETCS
MOJIHOCTBhIO, B CKOOKax YyKasbIBaloTCsAd (aMuiaus M HHULMAIBI PYKOBOJAWTENS MOJApA3JelieHUs B
MMEHUTENIbHOM najexe. Hanpumep:

... IPUKa3bIBAIO:

1. YuebHo-MeTonndyeckomy otaeny (Pamumus M.0.) x 01.11.2020 r. moAroTOBUTH U MPEICTABUTH
Ha yTBEpKJIeHHUE MIaH yueOHO-MeToauueckoi pabotsl Ha 2021 ron.

Ecnu nopydyenue naercs KOHKPETHOMY UCHOJHUTEINIO, €r0 JOJDKHOCTh M (haMUJIMs yKa3bIBAIOTCS
6e3 cko0OK B JatenbHOM majexe. Hanpumep:

1. 3amecturento 3aBenyromero @ammimsa M.O. OAroTOBUTH U MPEICTABUTh HA PAaCCMOTPEHHUE U
yIBepXkAeHHE cMeTy pacxoa0B Ha 2021 rox B cpok 10 30.11.2020 r.

[IpennuceiBaeMoe JieiicTBHE BbIpaXkaeTcs IJ1arojoM B HeompeneneHHoU ¢opme. He momyckaercs
yIoTpeOIsITh HEKOHKPETHBIC BBIPAKEHHUS TUIA «yCUIUTHY, «YCKOPUTHY, «00eCledynTh B KpaTyaiiive
CPOKW».

Ecnu ogHOMY MCHOJTHUTENIO HEOOXOMMO MOPYYUTh HECKOJIBKO Pa3HBIX 3aJaHUN C OJHUM CPOKOM
BBITIOJTHEHUS, OTBETCTBEHHBIM HCIOJHUTENb U CPOK HCIOJIHEHHUS YKa3bIBAIOTCS OJMH pa3 B OCHOBHOM
IIYHKTE, a IOpPYYEHHUS BBIIEISIIOTCS B OTHCIbHBIE MOANYHKTHL. Eciim y mnopydeHHil pas3Hble CpPOKHU
WCIIOJIHEHUS, CPOKHM YKa3bIBAIOTCSI HE B OCHOBHOM ITYHKTE, a B KQXJI0M MOJITYHKTE.



CpoK UCHOJHEHHS JOJDKEH OBITh PeabHBIM, COOTBETCTBOBATH O0OBEMY MPEINOJIaracéMbIX padoT.
[Ipu ycTaHOBIEHHHM CpOKa CJEIYEeT Y4YUTHIBaTh BpeMs JOBEACHHUS JOKYMEHTAa JI0 KOHKPETHBIX
HUCTIOJTHUTENEH.

CpoK UCIOJIHEHUSI B ITyHKTaX PactopsAUTEIbHON YacTH MpPUKa3a HE YKA3bIBACTCS B CIy4asix, €CIU
JEUCTBUSI HOCSIT PErYJISIPHBIA XapaKTep M UX BBIIOJHEHHE MPEANUCHIBACTCS HA BECh MEPUOJ ACUCTBUS
npukaza. KoiaumdyecTBO HCHOMHUTENEH TO KaXAOMY NYHKTY (MOIMYHKTY) HE OTrpaHUYMBACTCS.
OTBETCTBEHHBIN HCIIOTHUTENH YKa3bIBACTCS TIEPBBIM.

Ecnu npukas OTMEHSIET MOJHOCThIO WJIM YAaCTMYHO pPaHEe HM3JaHHBIC JTOKYMEHTHI 0 TOMY K€
BONIPOCY, TO B TMPEANOCICTHEM NYHKTEe TMpPUKa3a HEOOXOJAMMO WX TIEPEUYHCIUTh C yKa3aHUEM
HaWMEHOBaHUS JOKYMEHTA, €ro JIaThl, HOMepa, 3arojoBka. Hampumep:

4. Ilpu3HaTh yTpaTHUBIIMM CHJIy MNpuKa3 yupexaeHus ot 5 asrycta 2010 r. Ne 175 «O06
YTBEPKJACHUH JKCIIEPTHON KOMUCCUM YUPEIKICHU S,

[Tocnennuii MyHKT mNpuKa3za - MYHKT O KOHTPOJIe, B HEM YKa3bIBAIOTCS JOJDKHOCTH JIHIIA,
OTBETCTBEHHOTO 3a MCIOJHEHNE JOKYMEHTA B I1€JIOM, ero (pamumus u uHuImansl. Hampumep:

4. KoHTpOJIb 32 UCTIOJTHEHUEM TPHUKA3a BO3JIaraeTcsl Ha 3amecTuTtens 3apeayromniero @amunus 1.0.

B oTaenbHBIX ciaydasx pPYKOBOJUTENb YUPEXKACHHS MOXKET OCTaBUTh KOHTPOJIb 3a COOOM.
Hamnpuwmep:

KonTtposb 3a ucniosiHeHHEeM MprKa3a OCTABIISIIO 32 COOOH.

3.26. He BxIItO4aeTcst B TEKCT MpUKasza NyHKT «lIpuka3 10BeCTH 10 CBEIEHUS...».

[Tonpazaenenuss U JOJDKHOCTHBIE JIMIIA, JO CBENCHUS KOTOPHIX HEOOXOJMMO JOBECTH TPUKA3,
TIEPEYHCIIAIOTCS B yKazaTesne (JIMCTE, CIUCKE) PACCHUIKUA, KOTOPBIH TOTOBHUTCS HUCIIOTHUTEIEM U MOXKET
0hopMIIATHCS HA 00OPOTHOM CTOPOHE MOCIIEIHETO JIMCTa MPUKa3a.

3.27. B npuka3ax He JOIyCKaeTCs:

a) I3MEHEHHE paHee YCTAaHOBJICHHBIX CPOKOB BBITIOJIHEHUSI 33JJaHUN B CTOPOHY WX YBEIIMUCHUS,

0) TNpUMEHEHHE TIPOM3BOJIBHBIX COKpAIICHWH WJIM HMCKAXEHUE HAWUMEHOBAHHMHA CTPYKTYPHBIX
MOJIpa3IeJICHU I OpraHu3alnii, NOABEJOMCTBEHHBIX OPTaHU3AIMHN - UCTIOJTHUTEIICH;

B) IPUMCHEHHUE MPOU3BOJIBHBIX (HE OOIMICHPHHSITHIX) TEXHHUYECKUX M IPYrUX TEPMHUHOB, COKPAIICHHBIX
CJIOB ¥ HANMCHOBAHMI.

3.28. Ilpu HanMuuu TPUIOKEHUH B TEKCTE TMpUKa3a B COOTBETCTBYIOUIMX IYHKTax
pactopsiANTEIILHON YacTH MAIOTCS OTCBUIKH: ... (mpuioxkenue Ne 1); ... (mputoskerue Ne 2); ... «corjiacHO
MIPUIIOKEHUIO», HA TIPHIIOKEHUH 0(POPMIISIETCS OTMETKA O TIPHUIIOKCHHH:

[Ipunoxxenue K mpukazy
MOV «I/c Ne 105»
Ne 01-09/215 ot 12.11.2020

N3nanne BMecTe ¢ MpUKa30M MPUIIOKEHUN, HE YITOMSHYTHIX B TEKCTE JOKYMEHTA, HE JIOTYCKAaeTCsl.
Ecau moxymeHT, yTBEp)KIEHHBIH MPUKA30M, BIOCICACTBUU JICHCTBYET B BHJE CaMOCTOSITEILHOTO
JOKYMEHTa, Ha TIEPBOM JIUCTE JOKYMEHTa B BEPXHEM IMPABOM YIIIy MPOCTaBISETCS Tpud yTBEpKIACHUS
(mpu HEOOXOMMOCTH, - ¢ YKa3aHHEM HOMepa MPUIIOKEHHUsI ), HalpuMep:
WNucrpykuus YTBEPXIEHA
npukazom MJIOVY «JI/c Ne 105»
Ne 01-09/215 ot 12.11.2020

3.29. PacniopsikeHus opopMIISIFOTCA IO TEM e MTpaBUiIaM, YTO U MIPUKA3bl, 3a HCKIIOUYEHHEM TOTO,
YTO B KOHIIE MpeaMOyIbl CTABUTCS IBOETOUNE, ITOCIIE YETO CIEIYIOT MMYHKThI paclopsIUTeIbHOW YacTH.
Hampumep:

B nensx ucnosnnenus npukaza MJIOY «l/c Ne 105» ot 22 asrycta 2020 r. «O npoBeaeHuH
KOHKypca «BocnuraTens rojia»:

1. 3amecturento 3aBemyromero B cpok a0 30 Hos0ps 2020 r. mpencTaBUTh CBOM MPEATIOKEHUS O
KaHAMJAaTypax BOCIUTATENeH A1 y4acTHsl B KOHKypCe.

2. ...

PacniopspkeHust MOTYT HE UMETh IpeamOyIIbl.



3.30. lo mnpencraBieHUs HAa TOMANUCH NPOEKT MpHKa3za (pacrnopspKEHHs) COTJIACOBBIBACTCS C
3aMHTEPECOBAHHBIMU JIMIIAMU B COOTBETCTBHUHM C ITyHKTaMH 4.1 - 4.11 HacTosIel MHCTPYKLINH.

3.31. Ilpuka3z mMOANUCHIBAET PYKOBOJAUTENb YUPEKACHUS WJIM JIUIO, HCIHOJHSIONIEE €ro
00s13aHHOCTH.

PacrniopspkeHue o ImuchIBaeTCsl PYKOBOAUTEIEM W/WUIH HHBIMHU YIIOJTHOMOYEHHBIMU UM JIUIIAMHU.

3.32. Komuu mpuxazoB (pacrnopsbkeHUI) pacCchUIaloTCs B COOTBETCTBHHM C yKaszarelieM (JIMCTOM,
CIIMCKOM) PacChUIKH.

DNeKTpOHHAs KOMWs TpHKa3a pa3MeniacTcsi B COOTBETCTBYIOmICH Oaze mamHbix CDOJl wim Ha
KOPIIOPAaTUBHOM MOpPTaJie YUpexaeHus B cetu «HTepHEeT».

3.33. [Ipu odopMieHHH MTPHKa3a, U3]ABAEMOTO COBMECTHO C IPYrOoi OpraHu3aIueii:

a) OJIaHK HE HUCIIOJIb3YeTCS;

0) HaMMEHOBAHMS OPraHU3aINi TIeYaTAIOTCs Ha OJJHOM YPOBHE;

B) HauMmeHoBaHue Bua nokymenta (IIPUKA3) pacrionaraercs no neHtpy.

JlaToii COBMECTHOIO MpHKa3a SBJISIETCS JaTa MPOCTABICHHS MOCJIEAHEH MOJINUCH Ha JTOKYMEHTE.
Perucrpanmonsiii HOMEp COBMECTHOTO TIPUKa3a COCTOUT U3 PETUCTPAIIMO HHBIX HOMEPOB, MPHUCBOECHHBIX
KKJIOW W3 OpraHM3alliii U MPOCTABIIIEMBIX Y€pe3 KOCYIO YepTy B MOPSJKE yKa3aHUs OpraHU3allui -
aBTOPOB JIOKYMEHTA.

TexkcT COBMECTHOTO TMpWKa3a W3jaraercs OT TIEPBOTO JIMIAa MHOXECTBEHHOTO  YHCIIa
(«rrpuKa3pIBaeM»), TMOJIIMUCH PYKOBOJUTEIEH OpraHU3aIMi pacroJiaraloTCs Ha OJHOM YPOBHE CJIeBa U
CIpaBa.

3.34. JleATenbHOCTh TIO COBMECTHOM BBIPAOOTKE PEIICHW Ha 3aCeTaHMsIX COBETOB, KOMHCCHUH,
COBEIIaHUAX 0POPMIISIETCS TPOTOKOIAMHU.

[IpoTokou cocTaBisieTcs HAa OCHOBAHUU JUKTO(POHHBIX (PYKOTHCHBIX) 3alMCEN, TPOU3BEIEHHBIX BO
BpeMsl 3acelaHusl, MPECTABICHHBIX TE3WCOB JOKIAJ0B M BBICTYIUICHHM, CIIPABOK, MPOEKTOB pPEIICHUMN
(OCTaHOBIICHUN ).

[IpoTokos odopmisercs B TeueHUE OAHOTO-TpeX JHEH Mocie MPOBEIEHUS 3aCeaHus, €Clii CPOKU
€ro MOJIFOTOBKU HE OTOBOPEHHI 0C000.

3.35. PekBu3zuTamMM NPOTOKOJIA SIBJISIOTCS: HAaUMEHOBAHWE OpPraHM3allii, HAaUMEHOBAaHUE BHJIA
JOKYMEHTA, 3aroJIOBOK K TEKCTY, JAaTa U MECTO 3acelJaHusl, perUCTPAllMOHHBI HOMEp MPOTOKOJIA, TEKCT,
MOATHCH.

3.36. 3arosioBOK K TEKCTy HPOTOKOJA OTBEYAET HA BOMPOC «YEro?» M COIACPKHUT YKa3aHHUE
MOIpa3IeNIeHUs UK OpraHa, JesTeIbHOCTh KOTOPOTo IpoTokoaupyercsa. Hanpumep:

MIPOTOKOJI 3aCEAaHUsI ATTECTAIIHOHHOW KOMUCCUU

MIPOTOKOJI 3aCEAaHUsI HAYYHO-METOUUYECKON KOMHUCCHUHU.

Jlatoii mpoTtokona siBisieTca jaata 3acenaHus. Ecnu 3acemanue mpoaoinKaeTcsi HECKOJIbKO JHEH,
yYKa3bIBaeTCs JaTa Hadaja 3ace/laHus U 4yepe3 TUpE - nata okoHvyanus: 12-13 mas 2020 r.

3.37. TekcT npoTOKOJa IOJHKEH COCTOSATh U3 IBYX YacTeil: BBOJHON U OCHOBHOM. B BBO/IHOM YacTh
MPOTOKOJIa YKa3bIBAIOTCA (haMuIMM Mpejacenarens (MpeacenaTeNbCTBYIOIET0); CeKpeTaps; (pamiiuu
YYaCTHUKOB, IPUCYTCTBYIOIINX HA 3aCE€AaHUU; JIHII, IPUTIIAIICHHBIX Ha 3ace/laHue; MOBECTKA JIHSI.

Ecnu xonmuuecTBO MPUCYTCTBYIONIMX Ha 3aceaHUU MpEBbIMIaeT 15 YenoBeK, B BBOJHOW 4YacTH
MIPOTOKOJIA JIENIAETCs CChUIKA Ha CIUCOK, SBJISIOIIUNACS HEOThEMJIEMOH YacThIo MpoToKoia. Hampumep:

[IpucyrcTBoBanu: 25 yein. (CIMCOK MpUIaraeTcs).

BBonmHas dyacTh MOpPOTOKOJA 3aKaHUMBAETCS MOBECTKOW JHS, COJEpKalled mepeyeHb
paccMaTpuBaeMbIX BOIPOCOB, MEPEYUCIICHHBIX B MOPSAKE UX OOCY)KJIEHUS C YKa3aHHEM JOKJIaT4hKa 110
KaKJOMY paccMaTpuBaeMoMy BOMpocy. Bompockl moBecTku AHS (HOPMYIHPYIOTCS C TPEIOTOM «O»
(«00»), meyaTaroTCst OT IPAHULIBI JIEBOTO T0JI1 M HyMEPYIOTCs apaOCKUMU LU (pamH.

B ocHOBHO# yacTu mpoTOKOa GUKCUPYETCS X0/ 3aCeIaHMUs.

3.38. [lonHbIN MPOTOKOJI COAEPIKUT 3aMUCh TOTO, UTO MPOUCXOIUIIO BO BPEMS 3aCEAaHMs, BKIHOYAst
BOMPOCHI K JOKIAIUMKY, OTBETHl Ha HUX, BBICTYIJICHHS B XOJ€ OOCYXIECHHUS BOIMPOCA, Pe3yIbTaThl
rOJIOCOBaHUsSI MO BOIPOCY M TPHUHATHIC pelleHus. PexomeHmyemblit oOpasen odopmileHHs TMOJHOTO
npoTtokosa (mpunoxenue Ne 3).



Kpatkue mnpoTokosnbl BeayTcs IpU PAacCMOTPEHUU BOIIPOCOB ONEPATUBHOIO  XapakrTepa.
Pexomenyembiii 06pasen oopmiIeHUs! KpaTKOTO MpoToKoa (rnpuioxerue Ne 4). B kpaTkoM poToKoJie
¢bukcupyercst Tema o0Cy eHus, (paMuIns JOKIaI4uKa [0 BOIPOCY U MPUHATHIC PEILICHUSI.

3.39. OcHoOBHas 4YacTb MOJHOIO IPOTOKOJIA COCTOMT M3 pa3feiioB, IOCBSILIEHHBIX BOIpPOCaM
MIOBECTKM JHS. XOJ PACCMOTPEHHs KaXJIOTO BOINPOCA 3alMChIBAETCS B I0CJIEIOBATEIbHOCTH!
CJIIYUIAJIN - BBICTYIIWJIN - PELINJIN.

[locTanoBneHue (peuieHUe) B TEKCT IMPOTOKOJA BHOCUTCS IOJHOCTbIO B TOH (POpMYJIHpPOBKE,
KOoTOpasi OblJla IPUHATA HA 3aCEJaHWU; PU HEOOXOJAUMOCTH MPHBOIATCS UTOTH TOJOCOBAaHUA: «3a - ...
IIPOTUB - ..., BO3JIEPIKATIOCH - ...».

3.40. IlpoTokon 3acenaHusi MOANMCHIBAETCS IpeacenareneM (MpeaAceaTeabCTBYIOIMNM) U
CEKpEeTapeM 3aceaHus, €clii HHOE He ycTaHoBieHo JIHA.

3.41. Ilpu HEOOXOAMMOCTH KONHMM IPOTOKOJIOB WJIM BBIIUCKA U3 IPOTOKOJIOB PaCChLIAIOTCS
3aMHTEPECOBAHHBIM JIMIAM B 3JIEKTPOHHOM BH/JIE B COOTBETCTBUM C YKa3aTEJIEM PaCChUIKH.

B BbllluCKke U3 MPOTOKOJA JIOJKHBI BOCHPOM3BOIMTHCS BCE PEKBU3MTHI 3aroJIOBOYHOM YacTH
MIPOTOKOJIa, BBOJHAS 4YacTb, BOINPOC IOBECTKU JHS, MO KOTOPOMY TOTOBUTCS BBIMCKA, U TEKCT,
OTpaXkaroIuii 00CyXeHNE BOIIPOCa U MPUHATOE PELICHUE.

3.42. JlenoBoe (cmykeOHOE) MUCHMO TOTOBUTCS Ha Oyianke mucbMa. [Ipu cocTaBieHHM THCEM
0(pOpPMIISIFOTCSI PEKBU3UTHI: aJipecar, 3arojIOBOK K TEKCTY, TEKCT, MOAMNKNCh, OTMETKa 00 MCHOJHUTENE, B
HEOOXOUMBIX CIIy4asiX - OTMETKa O NPUJIOKeHHH. PekoMmeHmyemblii oOpaser] ohopMIIeHUS AETOBOTO
nucbMa (npuitoxenue Ne 5).

3.43. Ecnu mucbMoO SBISIETCS OTBETOM Ha TMOCTYMUBIIMK 3ampoCc WM MPOChOY, 3amoJHSAETCs
PEKBU3UT «CCBIJIKA HA PETMCTPAIIMOHHBIN HOMED U J1aTy MOCTYIUBIIETO MHUChMa.

HaumenoBanue Buaa JOKyMeHTa («IHCbMO») M Pa3HOBUAHOCTh MHUCHbMa (HAmpUMeEp, «IIPOChOay,
«MH(}OPMAIIIOHHOE», «COMPOBOJUTENBHOEY, «3AIPOC», «HAIOMUHAHUE») B JAEJOBBIX (CIYKEOHBIX)
MMChMax HE yKa3bIBaOTCS.

Ecnu nucbMo HampaBiiseTcsi agpecaTy MO 3JeKTPOHHOW MouTe Wiad mo ¢akcy 0e3 JOCBUIKH IO
1o4Te, BMECTO MOYTOBOIO ajjpeca yKa3bIBaeTCs aJpec AIEKTPOHHON MOYTHI WK HOMeEp TenedoHna-(pakca.

3.44. JlenoBoe (cimyxeOHOE) MHCHMO JOHKHO OBITh TMOCBSIIEHO OJHOMY Bormpocy. Ecam
HE00X0IMMO OOpaTUThCA B OpPraHMU3aIMI0 OJHOBPEMEHHO IO HECKOJIBKUM BOIIPOCaM, PEKOMEHAYeTCs
COCTaBUTb OT/IEIbHOE MUCHMO MO KaKJIOMY U3 HUX.

[TuceMo MOXET KacaTbCsi HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI.

3.45. B onHOM mUChbME HE JIOJDKHO OBITH 00JIee YEThIpEX aJipecaToB, IIPH STOM OCHOBHOM ajpecar
YKa3bIBAETCs MEPBbIM, OCTAIBHBIM a/IpecaTaM MUChMO HampaBiseTcsl sl CBEICHUS.

[Ipn HEOOXOAMMOCTH HANPaBUTh MUCHMO OOJBIIEMY KOJUYECTBY aJpPECaToB, TOTOBUTCS CIUCOK
PaCChUIKH, ¥ MUCbMa PACChUIAIOTCSA 10 CIHCKY.

3.46. Ilpum cocraBieHHH JENOBBIX TIHCEM HCIOJB3YETCSl BCTYIUTENbHOE oOpalleHue u
3aKJIIOYUTENbHAS ATUKETHAs (pa3a B COOTBETCTBUU C MyHKTOM 2.43 [IpuMepHO# HHCTPYKITUH.

3.47. TekcT nucbMa U3J1araeTcs:

OT 1-ro nuIa MHOKECTBEHHOTO YHCa («IIPOCUM...», «IIPEATIAraeM...», KHATOMUHAEM...»);

OoT 3-T0 JIMla eAWHCTBEHHOTO 4Yucia («HIpeanpUsThe CYUTAET BO3MOXKHBIM ...», «HHCTHTYT HE
pacrojiaraet BO3MOKHOCTBIO ...»);

oT 1-ro nuia eAMHCTBEHHOTO YHCIA (KIPOILY ...», «IPEIaraio ...»), €Clid TUChMO odopMIIseTcs Ha
JOJKHOCTHOM OJIaHKe.

3.48. Ecnu mpoekT aenoBoro (ciaykeOHOTO) MUCbMa HAMpaBiseTcsl aJpecary MO MOYTe, MPOEKT
TOTOBUTCA B JIByX OSK3eMIUIApax: OAMH JK3eMIULIp odopmisieTcs Ha OlaHke, BTOPOH 3SK3EMIULIp,
IpeJHa3HAYSHHBIH JUIs BU3UPOBAHUS) - Ha CTAaHJAPTHBIX JHCTaX Oymaru.

HlenoBoe (cimyxeOHOE) MUCBMO JIO NPEACTaBICHUS Ha MOJIHUCH JOJDKHO OBITh COIIACOBAHO
(3aBU3UPOBAHO) CO BCEMH 3aMHTEpECOBaHHBIMU JHLaMu. CorjacoBaHue (BU3MPOBAHME) JENOBBIX MHCEM
MIPOBOJIUTCS B COOTBETCTBUU ¢ MyHKTamu 4.1 - 4.11 HacToseil nHCTpyKIUU.

3.49. JlenoBoe (ciyxkeOHOE) MUCHMO MOJMHMCHIBAECTCS PYKOBOJUTEIEM YUPEKICHUS WIM HWHBIM
YIIOJIHOMOYEHHBIM UM JunoM. IloanucanHoe aenoBoe (cinyxkeOHOE) MUCHMO MOJUIEKHUT PErucTpaliy U
OTIIPaBKE.



He nomyckaercs oTnpaBiiTh agpecaTaM MUCbMa, HE UMEIOILIKE 1AaThl U PETUCTPALIMOHHOIO HOMEpA.

3.50. Tlocme moamucaHusi THCbMa W €ro pPErUCTPAllMM dSK3eMIULp MUChbMa C BHU3AMH
3aMHTEPECOBAHHBIX JIMI] IOMENIAETCS B JIETO.

3.51. AKTBI COCTaBJISIIOTCSI HA OCHOBE YTBEP)KJICHHBIX OpTaHaMH BJIACTH YHU(HUIIMPOBAHHBIX (popm
WA B CBOOOJHOHN (popMe B LIENSAX MOATBEPXKACHUS (PAKTOB, CBS3AHHBIX C JEATEIBHOCTHIO OPraHU3aAIHH.
Pexomenyemblii oOpasen odopmiieHus akta (npmwioxenue Ne 6).

3.52. Ilpum cocTaBieHUMM AaKTOB UCHOJIb3YIOTCSI PEKBU3UTHI: HAMMEHOBAHUE OpraHU3AlNY;
HaUMEHOBaHWE BHJA JOKYMEHTa; Jara JOKYMEHTAa; pPErUCTPAallMOHHBIH HOMEp JOKYMEHTa; MECTO
COCTAaBJICHUS WIN U3JIaHUS IOKYMEHTA; 3ar0JIOBOK K TEKCTY; IOJIHUCH.

3.53. JlaToit akTa sSBJISETCS AaTa COCTABIICHHS aKTa M TOAMKUCAHUS €T0 COCTABUTEIISIMU.

Ecmu ¢dopmoii akTa mpeaycMOTPEHO €ro YTBEpXKICHUE PYKOBOIMTEIEM YUPEKACHUS WIH WHBIM
YIOJHOMOYEHHBIM J0JKHOCTHBIM JIMLIOM, JATON aKTa SIBJISETCS /1aTa €ro yTBEpKICHHUS.

3.54. B BBOJIHOM YacTH aKTa B UMEHUTEILHOM I1aJIEK€ YKa3bIBAIOTCS:

a) OCHOBaHHME COCTABJICHUS akTa (JIOKaJIbHBIH HOPMATHBHBIA aKT; PACIOPSAUTEIbHBIA JOKYMEHT
yapexaeHus (mpukas, pacropsikeHue); GakT Ui coObITHE, TTOCTYKUBIIIEE OCHOBAaHUEM JIJISl COCTABJICHHUS
aKkTa);

0) coctaBuTenu akta (mepeuucistorcs mnocie cinoBa «CoCTaBiIeH» C YKa3aHUEM JIOJDKHOCTEH,
HAaUMEHOBAHWI OpraHu3alui, €ClIM COCTABUTEIM SIBIISIFOTCS MPEJACTABUTENSMU APYroil OpraHu3alluy,
(baMuIMii 1 THUIHATIOB).

Ecnu akT cocraBineH KOMHUCCHEH, MepBOil yka3bplBaeTcs GamMuiins MpejcenaTesis KOMUCCHH, 3aTeM
YJIEHOB KOMHUCCHH B aJI()aBUTHOM TOPSIIIKE.

3.55. B TeKcTe akTa M3J1ararTcs LeNIH U 3a7a49l COCTaBJIEHUS aKTa, CYIIHOCTh, XapaKkTep, METOAbI U
CPOKH IMPOJIENIaHHOM pabOThI, €€ pe3ysIbTaThl.

[Ipn HEOOXOIMMOCTH aKT MOKET COJIEP>KATh BBIBOJIBI M PEKOMEH IAIIUU.

B 3akirounTenbHON YacTH aKTa YKAa3bIBAIOTCS KOJIMYECTBO MOJATOTOBIEHHBIX SK3EMILISIPOB aKTa U
MECTOHAXOXKJECHUE KAXKIOT0o dK3eMIuLsipa. KoamyecTBo 3K3eMIUIIPOB aKTa OMpPEAEseTCs KOJIMYECTBOM
CTOPOH,  3aWHTEPECOBAHHBIX B €0  COCTaBJI€HWH, WM  HOPMATUBHBIMH  TpeOOBaHHIMH,
pErIaMEHTUPYIOLIUMHU COCTaBJIECHUE aKTOB KOHKPETHOW Pa3HOBUIHOCTH.

3.56. Dk3eMIUIpBl aKTa MOIMUCHIBAIOTCS BCEMH YJCHAMU KOMHUCCHM (€CIHM aKT COCTaBIISIICA
KOMHUCCHEHN) U COCTaBUTEINSIMU U, IPU HEOOXOAUMOCTH, IPUCYTCTBOBABIIMMHU JIUI[AMH.

[Ipy moanucanuy akTa mpeacenareseM M WIEHaMH KOMHUCCHM HAaUMEHOBAHUS MX JTOJKHOCTEH HE
YKa3bIBaKOTCA.

Oco0oe MHEHHE COCTaBUTENS aKTa u3jaraeTcsi Ha OTIENbHOM JIUCTE, MOANUCHIBACTCS U
MpUJIaraeTcs K akry.

3.57. Ecnm 3akonopatenbcTBOM Poccuiickoit ®enepanui NpeayCMOTPEHO O3HAKOMJIGHHE C
COJECpAHMEM aKTa JUL, YIOMSHYTBIX B akTe, IOJ MOJINUCh, HAa TOCIEOHEH CTpaHULE aKTa
MpOCTaBisieTcss O3HakomMuTenbHass Bu3za «C akToM oO3HaKOMJIeH(bI)», TPU O3TOM YKa3bIBAIOTCS
HAaUMEHOBaHUS JOJKHOCTEH, JHUYHBbIE TOIMUCH, paciIudpOBKU MOAMUCEH, NaThl 03HaKoMIeHus. Jluia,
KOTOPBIE€ 3HAKOMSTCS C COACPKAHUEM aKTa, UMEIOT IIPaBO HE COTJIACUTHCS C COJAECPKAHUEM AKTA B LIEJIOM
WJIH €T0 OTAEIbHBIMU MOJIOKEHUAMU, YTO TOJIKHO OBITh 3a(pUKCHPOBAHO MPH 03HAKOMJIICHHH C aKTOM.

3.58. Hoknagnast (cmyxeOHas) 3amMcKa HCIOJB3yeTCs JJIsi ONEePaTUBHOTO HH(POPMAIIOHHOTO
oOMeHa MEXIy CTPYKTYPHBIMU TOJpa3/IeJCHUSIMH U PYKOBOJCTBOM. PexomeHyemble 00pa3iibl
oopMIIEHHS TOKJIATHOW 3aMCKU M CIY)KEOHOW 3alMCKH, MOATOTOBJICHHONW Ha OCHOBE DJIEKTPOHHOTO
mrabona (npuiokenus Ne 8, 9).

3.59. O0s3arenbHBIMU PEKBU3UTAMU JOKJIAIHON (CIyKeOHOM) 3alUCKU SBJISIOTCS: HaUMEHOBaHHE
CTPYKTYpHOTO TMOJIpa3/ieieHusi, HauMEHOBaHME BHJAa JOKyMEHTa (JOKJIaJHas 3amKcKa, CiykeOHas
3aIlMCKa), J1aTa, 3aroJIOBOK K TEKCTY, afpecar, TeKCT, MOJIIHCh.

3.60. IIpu agpecoBaHMM JOKIAAHBIX (CIIY>K€OHBIX) 3alMCOK YKa3bIBAIOTCA B JaTEIbHOM
najiexe JOJDKHOCTD JIMIA, KOTOPOMY a/IpecoBaH JIOKYMEHT, (amMuiIus 1 nHUIMaisl. Hampumep:
3asenyromemy MJIOVY «/lerckuit cag Ne 105»
®amunusa U.0.



3.61. Jloxmagnblie (Ciy>keOHBIE) 3alMCKUM MOTYT COCTaBISITHCS, PACCMATPUBATBHCA M XPAHUTHCS B

TEUEHHE YCTAaHOBJIEHHOTO CPOKa MCKIIOUUTENIBHO B AJIEKTPOHHOM BUje B CO/1.

[Ipu pabore ¢ nOKIAAHBIMU (CIY)KEOHBIMH) 3alMCKAMH B DJIEKTPOHHOM BHUJE HCHOJB3YIOTCS
AIIEKTPOHHBIE MAOJIOHBI JJOKJIAJHOMW U CITyKeOHOW 3aITUCOK.

3.62. Tekct noxmamHou (CiykeOHOM) 3amUCKHU, B 3aBUCHMOCTH OT CJIOXKHOCTH COJIEpKaHUS W
MPUBOAMMOM apryMeHTalll1, COCTOUT U3 OJTHOM, IBYX HJIM TPEX YacTei:

B MEPBOM YaCTH H3JIAraloTCsl MPUYMHBL, (DAKThl WIM COOBITHS, TOCIYXHBIIHE MOBOIOM IS
COCTaBJICHUS IOKYMEHTA;

BO BTOPOIl YaCTH JAaeTCs aHAIN3 CIOKHUBIICHCS CUTYallH, BO3MOHBIE BAPHAHTHI €€ PEIICHUS;

B TPETHEH YaCTH U3JIAraroTCs BBIBOIBI.

3.63. Peructparus AOKIaIHBIX U CIY)XEOHBIX 3aIHCOK ocymecTsisiercss B COJI, mpu oTcyTcTBUM
CO/I - B CTpyKTYypHOM MOApPA3ACTIEHNUN, TTOATOTOBUBIIEM JOKYMEHT.

3.64. [lenoBble nucbMa, HampasiisieMble 3apyOeKHbIM KOPPECIOHIEHTaM (B TOM 4YHCIIE ajJpecaTam
rocynapcts - ObiBIIMX pecnyonuk B coctaBe CCCP), odopmisitoTcss Ha OGilaHKe MHCbMa YUpPEXKICHUS C
PEKBU3UTAMH Ha PYCCKOM H OJTHOM W3 HHOCTPAHHBIX S3bIKOB.

3.65. IluceMo, HampaBisieMoe 3apyO0eKHOMY aJipecaTy, COCTABIIAECTCS Ha PYCCKOM SI3bIKE, TTPOXOIUT
COTJIACOBAHME CO BCEMHU 3aWHTEPECOBAHHBIMH JIMIIAMH OPTaHHU3aIMH, MOCJIE Yero MUChMO TEePEBOIUTCS
Ha OJWH U3 MHOCTPAHHBIX SI3BIKOB (SI3BIK ajpecaTa WM aHTJUICKUHN s3bIK) U opopmisieTcs Ha OiaHke
MUCHhMa, TIPEAHA3HAYCHHOM JJTsl IEPENHCKH ¢ 3apyOeKHBIMHI KOPPECTIOHICHTaMHU.

[MomnmuHEANK MUChbMa, 0(OPMIICHHBII Ha OJJHOM M3 HHOCTPAHHBIX S3BIKOB, IOJDKEH OBITh MICHTUYCH
0 COJIEPYKAHHIO PK3EMIUISIPY Ha PYCCKOM SI3BIKE C BU3aMH 3aMHTEPECOBAHHBIX JIHII.

3.66. Ha mnoanuce pyKOBOIAUTENIO TMPEACTABIAIOTCA: OJK3EMIUISIp MHUCbMa 3apyO0eKHOMY
KOPpECTIOH/IEHTY, 0(hOpMIICHHBIN Ha ONaHKe, KOMHs JaHHOTO MUChMa Ha CTaHIAPTHOM JIHCTE OyMaru c
BU30H MCIIOJIHUTEIS, SK3EMIUIAP MUChMa HAa PYCCKOM SI3bIKE ¢ BU3aMU 3aMHTEPECOBAHHBIX JIULI.

3.67. [locne noanucanus TMCbMa PYKOBOJAUTEIEM UM UHBIM YIOJTHOMOYEHHBIM UM JIULIOM:

9K3EMIUIAp  NHUCbMa, O(OpPMIIEHHBI Ha  OlaHKe, NOJNMCAHHBIH  PYKOBOJUTEIEM U
3aperucTpupoBaHHbIil B Ciryx0e 1e10npon3BoACTBa, HAPABISETCA apecary;

KOIUS MHUCbMa C BU30M MCHOJHUTENS U 3K3EMIULIP MUCbMA, COCTABJIECHHBIH Ha PYCCKOM f3BIKE, C
BU3aMHU 3aUHTEPECOBAHHBIX JIUL] TIOMEIIAIOTCS B JIETO.

3.68. IluceMa, HampaBisseMble 3aPYOCKHBIM aJipecaTaM, TOJDKHBI UMETh PEKBU3HTHI: aJipecar, Jara,
PErucTpalioHHbIN HOMEp, TEKCT, OAIHUCH.

IIpu HEoOX0AMMOCTH MOTYT O(QOPMIIATHCS PEKBU3UTBHI «CChUIKA HAa PETUCTPALIMOHHBIN HOMEp U
JaTy TOCTYIMBILIErO MUCbMa» M «3arojoBOK K TeKcTy». Ha konuu mnucema, noMeuiaeMoil B neno,
JOTIOJIHUTEIBHO MPOCTABIISIETCS OTMETKA 00 UCIIOIHUTEIIE.

3.69. PexBusut «agpecar» odopmisieTca cupaBa MoJ PeKBU3UTaAMU OjaHKa. AJpecaroM MHUCbMa
MOJKET OBITh YUPEIKJEHHUE WM KOHKPETHOE JIULIO.

Ecnu nuceMo ajapecoBaHO OpraHu3allvd, CHadajla JaeTcs €€ HauMEHOBAaHME, 3aTeM - MOYTOBBIH
ajipec B IOCJIEI0BATEIbHOCTH: HOMEP JOMa WU 3aHusl, Ha3BaHUE YIIUIIbl; HA3BaHUE ropoJia; CTPaHa.

Kaxnplii s;meMeHT ajpeca HuIIETCsl Ha OTAENbHOM cTpoke. HasBaHume ropoja, Kak HpaBHIIO,
reJaTaeTcs NponucHeIMU OykBamu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

US.A.

Cnosa Avenue, Street, Place n uHble B agpece NUIIyTCs ¢ IPOMMUCHON OYKBBI.
IIpu odopmieHuHM TOYTOBOrO ajapeca 3apyOeKHBIM KOPPECHOHAEHTaM IyHKTyalus He
MIPUMEHSIETCS.



[Tpu anpecoBaHuu muceM HEOOXOIUMO YUUTHIBATH TPAJAUIUH, XapaKTEPHBIE JJIsI OTJACIBHBIX CTPaH
(mammpumep, B BennkoOpuTaHuu mocie ykazaHUs ropoja MoOxeT ObITh ykasaHo rpagcerso, B CIIA -
Ha3BaHUE IITATA).

Ecnu B Ha3Banuu upmel npucyrcrByet pamunus muua (Hanpumep, W. Edward & Co., Ltd), nepen
Ha3BaHUEM (PUPMBI IPUHSTO CTAaBUTH CIIOBO Messrs (cokpaieHne ot Messieurs - rocrosa).

Ecimm mumcemMo aapecyercs KOHKPETHOMY JIMILY, T€pell Ha3BaHUEM YUPEKJACHUSYKa3bIBAIOT
(bamMHUITHIO M TOJDKHOCTH Pa0OTHUKA UITH €r0 J0JDKHOCTB. Harmpumep:

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

US.A.

3.70. B nmuceMax 3apy0exHbIM ajjpecaraM Jata 0(hopMISIETCS CIIOBECHO-TU(POBBIM CIIOCOOOM B
MIOCJIEIOBATEIbHOCTHU: JIEHb MECALA, MECSILL, TO/I.

Hanpuwmep: 24 ssaBaps 2020 .

[Ipu cocraBieHny nmucbMa Ha aHTJIMHCKOM SI3bIKE T0IycKaeTcs 0opMIICHHE aThl B
MOCJIEIOBATEILHOCTHU: TOJI, MECALI, I€Hb Mecsa.

Hanpuwmep: 2020, January 24.

3.71. B nuceMmax 3apy0OexxHbIM ajpecaTaM HCIOIb3YIOTCS BCTYNUTEIbHbIE 00paIeHUsI 110
JOJKHOCTH WM 1o (hamuinu agpecarta. Hanpumep:

YBakaemslil rocnioiuH Toproeelii COBETHHK!

VBaxkaeMblii rocriogud AHTreoB!

3aKkaHYMBAETCs MUCHMO 3aKIIOUUTEILHON ATUKETHOU (ppazoii «C yBaKEHUEM,...»

IV.COTJTIACOBAHME ITPOEKTOB IOKYMEHTOB.
IHOJANMNCAHUE (YTBEPXKXAEHHUE) TIPOEKTOB TOKYMEHTOB.

4.1. CornacoBaHue MpoeKTa JOKyMEHTa MPOBOJUTCS JI0 €T0 MOJANUCAHUS PYKOBOJUTENIEM B IIENIAX
OIICHKH COOTBETCTBHSI MPOEKTa 3aKOHOaTeNbCcTBY Poccuiickoit @enepanuu, JOKaIbHBIM HOPMATHUBHBIM
aKTaM OpraHu3aluu, kayecTBa 1 3((HEeKTUBHOCTHU MPeIaraeMoro peleHusl.

CornacoBaHue TMpOEKTa JOKYMEHTa OpraHM3yeTCsi  HEMOCPEACTBEHHBIM  HCIIOJIHHUTEIEM
(cocraBuTeNeM) M PYKOBOJHUTENEM IOAPA3JCICHUA-UCIIONHUTENS] W TMPOBOJUTCA B Ipejaenax
YCTaHOBJIEHHOTO CPOKA MCIIOJIHEHUS.

4.2. [lpu Hanmuuu B yupexjaeHun COJ] cormacoBaHHe MPOEKTOB JIOKYMEHTOB OCYIIECTBIISIETCS B
aBTOMATU3UPOBAHHOM PEXHME MOCPEACTBOM HAIIPABIICHUS MPOEKTOB JOKYMEHTOB JIMIIaM, Ha3HAYEHHBIM
B KaueCTBE COIIACYIOMINX, U 0(OpMIICHHS pe3yabTaToB cornacoBanus B CO/I.

CornacoBaHue MTPOEKTOB JOKYMEHTOB MOXKET OCYIIECTBISATHCS IMOCPEICTBOM KOPIOPATUBHOMN
AIIEKTPOHHOU MOYTHI U O(POPMIICHHUSI UCTIOHUTEIEM JINCTA COTJIACOBAHMS C MPHIIOKEHUEM JIEKTPOHHBIX
COOOIIIEHUH JINII, y9aCTBOBABIIUX B COINIACOBAHUH MPOEKTA TOKYMEHTA.

4.3. CornacoBaHue TMPOEKTOB JOKYMEHTOB C pab0OTHUKAMH YUPESKICHUS/WIM APYTUMU
OpraHu3aIUsIMHI OPraHU3yeT UCIIOJIHUTEID MOCIE COTJIacCOBaHMs B pabodyeM MOpsaAKe MPOeKTa JOKYMEHTa
C PYKOBOIMUTENIEM CTPYKTYPHOTO TIOJpa3JeieHUusi M B COOTBETCTBUM C HMHCTPYKLHEH IO
JEJIOTIPOU3BOJICTBY YUPEXKICHUSI WM WHBIMU JIOKAJIbHBIMM HOPMATHBHBIMU AKTaMH, PETYIUPYIOLIUMHU
MIPOLIECC COTJIACOBAHUS (BU3UPOBAHUSI) MPOEKTOB JOKYMEHTOB.

4.4. IIpoeKThl TOKYMEHTOB COTJIACYIOTCS:

a) HETIOCPEICTBEHHBIM UCTIOTHUTENIEM M PYKOBOIUTENEM MO Ipa3AeeHUS -UCTIOTHUTEIS;

0) COUCTIOMHUTENSAMU (TIPU UX HAIUYHH);

B) PYKOBOJUTEISIMH CTPYKTYPHBIX TMOJpa3felieHuii, paOOTHUKaMU OpTraHU3aIMH, HATpPaBICHUS
JEeSITENFHOCTH W/WIKM (PYHKIIMOHAIIbHBIE OOS3aHHOCTH KOTOPBIX 3aTPAaruBalOTCsS B MPOEKTE JTOKYMEHTa



W/WIA KOTOpBIE yKa3aHbl B MPOEKTE TOKYMEHTa B KauyecTBE HCIIOJIHUTENCH (B Cllydae BPEMEHHOTO
OTCYTCTBHSI PYKOBOAUTENS MOAPA3AEICHUS IPOEKT JOKYMEHTAa BUSHPYET JIUI0, BPEMEHHO HCIIOJIHAIOLIEE
€ro 00sI3aHHOCTH);

I') 3aMECTUTENIIMU PYKOBOJMUTENS OpPraHU3alllM, KYpUPYIOIIMMM 3aTPOHYTbIE B IMPOEKTE JOKYMEHTa
BOIIPOCHI (€CJIM JOKYMEHT MOJIUCHIBAETCS (YTBEP/KIAETCS) PYKOBOAUTEIEM OpraHU3alim);

1) Iopuarueckoi ciyx6oii (mpoekroB JIHA, mpoekToB npukas3oB);

€) IeTOTPOU3BOIUTEIIEM.

[IpoekThl JOKyMEHTOB, peanu3anus KOTOPbIX TpeOyeT (PMHAHCOBBIX 3aTpaT, COTIACOBBIBAIOTCS C
(MHAHCOBBIM MOPA3/ICTICHUEM.

He nonyckaercst HanpaBisTh Ha COTJIACOBAHUE MPOEKT JOKYMEHTA OJJHOBPEMEHHO JIBYM WM Ooiiee
pabOTHHKAM OJHOTO CTPYKTYpPHOTO TOApa3zeieHus. B kauecTBe JIHII, COrIaCyIOMMX MPOEKT JOKYMEHTa,
JOJIKHBI BBICTYIATh IPEUMYIIIECTBEHHO PYKOBOAUTEIHN CTPYKTYPHBIX [TOAPA3/ICIECHUN.

4.5. BHemiHee corjlacOBaHME IMPOEKTa JOKYMEHTa OCYILIECTBJIAETCS IMOCPEICTBOM HaIlpaBJICHUS
MIPOEKTa B JIPYT'YIO OpPraHU3alMI0 C CONPOBOJUTENIBHBIM MHCbMOM, B KOTOPOM YKa3bIBaeTCs CpPOK
COTJIaCOBAHUSI.

Ecnu opranusanum, coriacyromue NpOeKT JOKYMEHTa, SBISAIOTCA ydacTHHKamMu ojgHo COJI,
corjacoBaHue MoOKeT ObIThb mpoBereHo B CDOJ] 0Ge3 HampaBieHUs CONPOBOJUTENBHOIO IMHChbMA U
OJIHOBPEMEHHO C BHYTPEHHUM COTJIACOBAHUEM.

4.6. Cpoku coriacoBaHusi JAOKYMEHTOB YCTaHAaBIMBAKOTCS WHJIMBUIYAIBHOW HHCTPYKLUUEH I10
JIeIONPOU3BOJCTBY W/MJIM HMHBIMU JIOKAIbHBIMH HOPMATHBHBIMM aKTaMH B 3aBUCHUMOCTH OT BHJA
JOKyMEHTa U 00beMa JIOKyMEHTa, BKJIIouas MPWIOKeHUs K HeMy. CpoKd COTjlacoBaHMs TOKYMEHTOB
COCTaBNIAIOT

MIPOEKTHI IETIOBBIX (CIIY’KEOHBIX) mrceM - 1-3 pabouux JHS,

MIPOEKTHI MPUKa30B 0e3 npuiiokeHui - 1-3 pabouux nHs;

MPOEKTHI MPUKA30B C MPHIIOKEHUSIMHU CIIPABOYHOTO XapakTepa - 3-5 pabouux IHel;

MIPOEKTHI MPUKA30B C MPUIOKEHUEM JIOKAIbHBIX HOPMAaTUBHBIX aKTOB B 3aBUCHUMOCTH OT X 00beMa
(ue 6onee 50 cTpanw) - 5-10 pabounx nHEH;

MPOEKTHl JIOKAJIbHBIX HOPMATUBHBIX aKTOB, YTBEP)KIAEMBIX HEMOCPEACTBEHHO MOIMUCHIO
pykoBoauTtens (He 6osee 50 ctpanun) - 5-10 pabounx gHEH;

MPOEKTHl TPOTOKOJIOB 3aceJaHuil (COBENIaHWi) TpU HEOOXOJUMOCTH UX COTJIacOBaHUs, B
3aBHCHMOCTH OT 00beMa ToKyMeHTa - 1-3 pabouux maHs.

Cpoku corjacoBaHus MPOEKTOB JOKYMEHTOB, HaIlpaBJIsIeMbIX Ha BHEIIHEE COIJIaCOBAaHHE HE
JIOJDKHBI COCTaBJIATh OoJsiee 30 KajmeHIapHBIX THEH.

B KOHKpeTHBIX cllydasix B 3aBUCUMOCTH OT COJIEp)KaHHS M Ha3HAUYCHHUs JIOKyMEHTa CpOK
COTJIaCOBAaHUSI MOJKET OBbIThb COKpAllleH WIM YBEIUYEH [0 PEHICHUIO PYKOBOIUTENS, KypHUPYIOLIEro
HaIpaBJIeHUE AEITEIbHOCTH, 10 KOTOPOMY TOTOBUTCS IPOEKT PEILICHUS.

4.7. Odopmienue pe3yabratoB cormacoBanus JIHA wu  pacnmopsauTeNnbHBIX JTOKYMEHTOB
OCYILIECTBIISIETCS. B BHUJE BHU3, MPOCTABISIEMbIX 3aMHTEPECOBAHHBIMH JIMIAMU Ha TOCJIETHEM JIMCTE
MPOEKTa JIOKyMEHTa (Ha €ro JUIEBOW Ui 00OPOTHON CTOPOHE) UM Ha OTACIBLHOM JIMCTE COTJIACOBaHUSA,
SIBJIIOIIEMCS HEOThEMJIEMON 4YacThio JOkyMeHTa. OTMETKH O corjlacoBaHuu (Tpud COIrIacoBaHUS H
BU3bI) OPOPMIIIOTCS B COOTBETCTBUU C MyHKTamu 2.45, 2.46 [TpumepHO HHCTPYKIUU.

[Ipu cornacoBaHuU [€NOBBIX (CIYKEOHBIX) MHUCEM BHU3bl MPOCTABISIIOTCS HA KOMUU IHChMa
(BU30BOM DSK3eMIUISIP), KOTOPBHIA IMOCNE TMOANUCAHUS TMOJJUHHUKA MUChbMa W €ro perucTpaluu
MOMEIIaeTCsl B JIENI0, WM Ha 000pOoTe MOJUIMHHHUKA MUChMA, €CIM MUChMO HANpPAaBIIAETCS ajpecary Io
(bakcy UM 3JEKTPOHHOM MmouTe. DTOT K€ SK3eMIUIIp MHUChMa MOciie OTIPABKU ajpecaty (1o dakcy uim
AJIEKTPOHHOMU MOYTE B BUJIE HJICKTPOHHOM KOMHHU) MOMELIAETCs B JIEIO.

ITpoekThl IPOTOKOJIOB BU3UPYIOTCS JUIAMU, BBICTYMABIIMMHU Ha 3acellaHUM (COBEIIAHUH) MyTeM
MIPOCTABJIEHHUs] BU3bl Ha JIEBOM I10JI€ JOKYMEHTa HANpPOTHUB 3allMCU BBICTYIJIEHUS COOTBETCTBYIOLIETO
paOoTHHUKA.

11HH,I[PIBPIZ[yaJ'IBHOI>i PIHCprKIIPIeﬁ o ACJIOMpPOU3BOACTBY MOI'YT OBITH YCTAHOBJICHBI MHBIC CPOKHU COIIaCOBAaHUS IPOCKTOB
JAOKYMCHTA




4.8. CornacoBaHH€ IPOEKTOB JOKYMEHTOB MoKeT ocymiecTBisTbess B COJI. Ilocne 3aBepuieHus
IIPOLEYPbl COIVIACOBaHUS (IIPU CO3JAAHUU TOJUIMHHUKA JOKYMEHTa Ha OyMa)XHOM HOCHTEJE) JIMCT
coryiacoBaHus pacreyarbiBaercs u3 COJl, mpukiIaapBacTcs K MPOEKTY JOKYMEHTA M MPEACTaBIseTCS Ha
MOJMTUCH PYKOBOJIUTEIIO YUPEKACHHS (MHOMY YIIOJTHOMOYEHHOMY UM JIMILY).

CornacoBaHue BHYTPEHHHX JIOKYMEHTOB, CO3/IaHHE, XpaHEHHE W WCIOJb30BaHUE KOTOPBIX
ocymiecTBisiercs: nocpeactsom CIJI, mpoBoautcsi B CO/] B 2IeKTPOHHOM BHUJIE.

[Ipu cornacoBaHny NPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha OyMa>KHOM HOCHTEJNE, BU3BI
MIPOCTABIISIOTCS] HETIOCPEICTBEHHO HA IPOCKTE JOKYMEHTA.

4.9. Ilpu BHEIIHEM COTJIACOBaHMH, MTOJYYCHHOM IMHCHMOM, HJIM COTJIACOBAHMH MPOEKTa JOKyMEHTa
KOJUIETHAIBHBIM (COBEUIATEIbHBIM) OPraHoM ¢ (UKCalMed pemeHus O COTJIACOBAaHMM B IIPOTOKOJIE
3acellaHusl UCIIOJHUTENb O(GOPMIISET Ha TNPOEKTe JOKYMEHTAa WJIM B JIMCTE COTJIACOBAHUS TpH]
COTJIACOBAHUSI B COOTBETCTBUU C MYyHKTOM 2.45 HacTosiied uHCTpykuuu. [lucbma o coriiacoBaHUM
(BBIMKCKA U3 MPOTOKOJIA) MPUJIAraloTcs K MPOEKTY TOKYMEHTA.

4.10. B xone coriacoBaHusi MpoeKTa JOKYMEHTAa paOOTHUK, COTJIACYIOIIUNA TOKYMEHT, IPUHUMAET

OJHO M3 CIEIYIOUIUX PEIICHUN:

a) corjacoBaTh MPOEKT JIOKyMEHTa 0€3 3aMeUaHMUii;

0) coryiacoBath MPOEKT JOKYMEHTA C 3aMEYaHUSIMU;

B) OTKJIOHUTBH MTPOEKT JTOKYMEHTA;

T') yKa3aTh, 4YTO HE UMEET OTHOIICHHS K MPOEKTY JOKYMEHTa (PacCMOTPEHHE BOTIPOCA, TI0 KOTOPOMY

MIPUHUMAETCS pellieHne, HE BXOIUT B 0053aHHOCTH PaOOTHHKA).

BospakeHuss 1o TPOEKTy TmpHKaza (pacropsiKeHHs), BO3HUKAIONIME TIPU  COTJIIACOBAHHH,
W3JIararTcs B CIPABKE, KOTOPAsI MPUJIATaeTcs K NPOEKTy, Wik BHOcUTCs B CO/I.

Ecimm mpoekT mOKyMeHTa COTJIacOBaH C 3aMEYaHUsIMH, JTO O3HA4YaeT, YTO 3aMEUYaHHus HOCIT
PENaKIMOHHBIA XapaKkTep, W TOCJe WX MPHHSTHS HCIONHUTEIEM IPOEKT HE TpeOyeT MOBTOPHOTO
COTJIaCOBAHUSI.

[IpoeKT noKyMeHTa OTKJIOHSETCS JIUIOM, COTJIACYIOIINM JIOKYMEHT, B CIIydasx:

a) HaJIM4MsI CYILIECTBEHHBIX 3aMEUYaHM [0 MPOEKTY JOKYMEHTA;

0) Hecoracus C MPOEKTOM JOKYMEHTA.

4.11. HecornacoBaHHBIM TPOEKT MOKyMEHTa TpeOyeT JopabOTKH MO BBICKa3aHHBIM 3aMEUYaHUsIM,
nepeodopmiieHus: U IOBTOPHOTO COTJIACOBAHMUSL.

4.12. Ecim ipu 1opaboTKe MPOEKTa TIOKyMEHTa MCIOJHUTEIh IPUHUMAET PEIICHUE HE YUUTHIBAThH
3aMeuyaHue (3amevaHnus) auna (Jidi), y4acTBOBABILUX B COIVIACOBAHUU, UCIIOJIHUTENIEM TOTOBUTCS PEECTp
HEYYTCHHBIX 3aMEYaHHil, KOTOPBIH BMECTE€ C MPOEKTOM JIOKYMEHTa MpPEJCTaBIsIeTCs PYKOBOAMUTEIIO
VUPEXKJEHUS WM HMHOMY YIOJHOMOYEHHOMY MM  JOJDKHOCTHOMY JIMILy, IOJMHCHIBAIOLIEMY
(yTBepkaaronieMy) JOKyMEHT. PeecTp HEYYTEHHBIX 3aMEUaHUW TMOJAMKMCHIBACTCS PYKOBOJIUTENIEM
CTPYKTYPHOTO TOpa3AeIeHUs-UCIIOTHUTEIS.

4.13. Pemienue o TOM, NpPUHUMATh WJIM HE NPUHHUMATh HEYYTCHHbIC 3aMEYaHHs NPUHUMAET
PYKOBOIUTEITb.

B cnywyae ecnu pykoBOAMTENh NPUHUMAET pEIICHHE O HEOOXOJMMOCTH YYECTh 3aMeuyaHus,
OTKJIOHEHHBIE HCIIOJIHUTETIEM, HCHOJHUTENb A0padaThiBaeT MNPOEKT JIOKYMEHTa B COOTBETCTBUU C
BBICKAa3aHHBIMU 3aMEYaHUSIMH.

Ecnu pykoBoauTens corjamaeTcsi ¢ MHEHHEM HCIOJHUTENs, OH MOJANUCHIBAeT (yTBEPIKIAeT)
JTOKYMEHT.

4.14. ]JloxyMeHTBI, H3/aBaeMble OT HWMEHH OpraHU3alll{, MOJIMUCHIBAIOTCS PYKOBOAUTEIEM
YUPEXKJIEHUS] WM UHBIMH  YIIOJHOMOYEHHBIMH WM JIOJDKHOCTHBIMU JIMIIAMM  (3aMECTUTEIISIMU
PYKOBOJAUTEIIS OpraHU3aliy, PyKOBOJUTENSAMHU CTPYKTYPHBIX MOJpA3JeNeHUNH, UHBIMHU JOJKHOCTHBIMU
JUIIAMA B COOTBETCTBMM C MX KOMIETEHIMEH, OIpenensieMoil JOBEPEHHOCTSAMH Ha BBIIIOJHEHUE
OTpENIeNIEHHBIX JeMCTBUH OT HMEHHM OpraHu3allii, BHYTPEHHUMH HOPMAaTHBHBIMU JIOKyMEHTaMH
OpraHH3aIuN).

4.15. OtnenbHbIe BUIbI BHYTPEHHUX JOKYMEHTOB (CIyXeOHbIe, 0OBSICHUTENbHbIE 3alIMCKN) Ha UM
PYKOBOJUTEINSL CTPYKTYPHOTO MOApA3CICHUs IMOJMUCHIBAIOTCS HCIOJHUTENIEM (COCTaBUTENIEM), €CIU
pasperiaeMble IpU TOM BOIIPOCHI HE BBIXOJIAT 3a MPEJIEIbl €r0 KOMIIETCHIIUH.



4.16. JlokyMeHTBI, HallpaBJIsiEeMble B BBICIIME OpPraHbl IOCYIAapCTBEHHOW BJIACTH, Ha UMS MEPBBIX
pykoBomuTeneld  (eAepaNbHBIX OPraHOB HCIOJTHHUTEIBHOW BIIACTH, PYKOBOIMTENEH CYOBEKTOB
Poccuiickoit denepanyu u 3apy0eKHBIX TOCYAAPCTB, MOAMUCHIBAIOTCS PYKOBOJUTEIEM YUPEKICHHUS MU
JIMIIOM, UCIIOJIHSIOUIUM €T0 00SI3aHHOCTH.

4.17. JloKyMEHTbI, HalpaBJIsIEMble B IIOJBEJIOMCTBEHHbIE M CTOPOHHHME OpraHU3aLUY,
MOANUCHIBAIOTCS  3aMECTUTENIIMU  PYKOBOJUTENS OpraHU3alud, HWHBIMH JOJDKHOCTHBIMM JIMIIAMU
YUPEXKJIEHUS B COOTBETCTBUU C MPEAOCTABICHHBIMU UM ITOJTHOMOYUSIMHU.

4.18. JlokyMeHT noAnuceIBaeTcs IByMs WK OoJiee TMLaMH, €CIIU 3a COJIepKaHue JOKYMEHTa HECYT
OTBETCTBEHHOCTb ~ HECKOJIbKO  pAaOOTHUKOB  (JOKYMEHTBI,  IOJIOTOBJICHHbIE  HECKOJIbKUMU
MOAPa3ICJIEHUMHU WIN OpraHu3alusMu, padoyeil rpynmnoi, KOMUCCHEN).

4.19. lloanuceiBaeTcsi, Kak MpPaBUIO, OJUH OK3eMIUIAp A0KyMmMeHTa. COBMECTHBIM JOKYMEHT
MOATNUCHIBAETCS B KOJIMYECTBE, COOTBETCTBYIOLIEM KOJIMYECTBY OpraHU3aIUi, CO3AaBIINX TOKYMEHT.

[Ipn HampaBiaeHUMM MNHCbMa WM BHYTPEHHEro HWH(POPMAIMOHHO-CIIPABOYHOIO JIOKYMEHTa
HECKOJIbKUM ajpecaTtaM (He OoJsiee 4eThlpeX) MOJIUCHIBAETCS KaXKIblil OTMIPaBISEMBIA 3K3EMIUISIP
JOKYMEHTA.

4.20. Tloanmuck Ha JAOKyMEHTE OQOpMIIsieTCS B COOTBETCTBUU C MyHKTamu 2.47, 2.48 Hacrosiei
MHCTPYKLHUU.

4.21. YTBepkieHHE TOKYMEHTa IIPOU3BOIUTCS:

a) HEMOCPe/ICTBEHHO PYKOBOJUTENEM - MPOCTABICHHEM COOCTBEHHOPYYHOW MOIMHCH B Tpude
YTBEPKICHHUS;

0) MpUKa30M OpraHU3aIIHH.

4.22. VYTBepKIarTCs MPaBWIA, MOJIOKEHUS, HUHCTPYKLIUH, PErIAMEHTHI, HEKOTOPBIE BUIBI AKTOB,
IUTaHbl, OPOrpaMMbl M JIpyTHe JOKYMEHTBI, YCTAaHABJIMBAIOUIME HOPMBI W/WIM pPacCUUTAHHBIE Ha
JUTUTEbHOE TIpUMeHeHue (rpuiokerune No 7).

Odopmienue rpuda yTBEpKIECHUS MPOU3BOIUTCS B COOTBETCTBHU C MyHKTOM 2.41 Hacrosmiei
MHCTPYKLUU.

4.23. lloanuch pyKOBOAMWTENS YUPEKIEHUS WIM HWHOTO VYIOJHOMOYEHHOTO UM JIMIA Ha
JOKYMEHTaX, TpeOyrouX 0co00ro ya0CTOBEPEHHs X MOUTMHHOCTH, a TaKXKe Ha KOMHUAX JOKYMEHTOB U
BBIMIICKaX M3 JJOKYMEHTOB 3aBepsieTcs mevaThio (mpuiioxenue Ne 8).

[Tedyath HA JOKYMEHTE MPOCTABISAETCS B COOTBETCTBUU C MMYHKTOM 2.49 HACTOSIIEH HHCTPYKIIUH.

V. OPTAHU3AIUA JOKYMEHTOOBOPOTA

5.1. IokyMeHTOOOOpOT BKJIIOUAET BCIO MOCJIEI0BATEIILHOCTh MEPEMEIICHUN JOKYMEHTOB, a TaKXKe
orepanuy, COBEpIIaeMble C JIOKYMEHTaMH B IIPOIECCe HMX CO3JIaHUS W HCIOJHEHUs (IMOJydyeHue,
OTIIPaBKa, MPEJIBAPUTEIILHOE PACCMOTPEHHE, PETUCTPALIHS, PACCMOTPEHHE PYKOBOIUTEIIEM).

5.2. Uenp opranuzauuud JOKYMEHTOOOOpOTa - oOecredyeHrne CBOEBPEMEHHOTO MPUHSITHS
YIPaBJICHUYECKUX PEIICHUH W WX UCHOJIHEHHs. 3ajaya JOKYMEHTOOOOpOTa - OpPraHu30BaTh JBUIKCHHE
JOKYMEHTOB 0 HaMEHEee KOPOTKOMY IyTH ¢ MHHUMAJIbHBIMU 3aTpaTaMu TPyZa U BPEMEHH, B YCIOBUSIX
AJIEKTPOHHOTO JOKYMEHTOOO0OpOoTa - OOecneduTh JOCTYNl K JOKyMeHTaM moJjb3oBatensm COJ[ B
COOTBETCTBUU C MPEAOCTABICHHBIMHU UM MTPaBaMH.

5.3. B ycnoBusax npumenenusi COJ] B y4pekJI€HUU HCIOJB3YIOTCS 3JIEKTPOHHBIE HOKYMEHTHI, a
TaK)Ke DJIEKTPOHHBIE KOMHUU JOKYMEHTOB, IMOJIyY€HHBIE B pe3yjibTaTe CKaHUPOBAHHUS TOKYMEHTOB Ha
OymaxkHoM Hocutene. JIOKyMEeHThl OopraHHW3alliy, UMEIIINe BpeMeHHbIe CpokH xpaHeHus (1o 10 met
BKJIFOYMTEIBHO) MOTYT CO3/1aBaThCsl, XPAHUTHCS U MCIOJIb30BAaThCSl HCKIIOUUTENBHO B  (opme
IEKTPOHHBIX TOKYMEHTOB.

IlepeyeHb JOKYMEHTOB, CO3[aBacMbIX, XPaHUMBIX M MCIOJB3YyEeMbIX HCKIIOUUTEIBHO B (hopme
NIEKTPOHHBIX IOKYMEHTOB, YTBEPKIAETCS PYKOBOJUTEIIEM OpraHU3aliy.

5.4. Opranuzanyst JABWKEHHMS JIOKYMEHTOB B YCIOBHSX OJJIEKTPOHHOIO JOKYMEHTOOOOpoTa
OCYIIECTBIISICTCS B COOTBETCTBUM C pErIaMEHTHPOBAaHHBIMM MapIIpyTaMH, pa3padaTbiBaeMbIMU
JEONPOU3BOAUTENEM. MapuipyThl JBWKEHHS OPraHU3alMOHHO-PACHOPAIUTENBHBIX JOKYMEHTOB



JOJKHBI OBITh ONITUMAIIBHBIMU 110 3aTpaTaM BPEMEHH, HE JIOJDKHBI JOIMYCKaTh TyOIMPYIOMIMX ONepariii
Y BO3BPATHBIX JBMKEHUH, HE 00YCIOBICHHBIX JIEIOBONW HEOOXOIUMOCTBIO.

5.5. Opranuzanus JOKyMEHTO000POTa OCHOBBIBAETCS] HA IPUHITUIIAX:

a) LIEHTpaJIM3alluy Ollepaluii 1o NprueMy U OTIPABKE JOKYMEHTOB;

0) pacmpeneneHuss JOKYMEHTOB Ha JIOKYMEHTONOTOKH, HMEIOIIME OJMHAKOBBI MapuipyT
(MapuIpyTHU3alus 10KyMEHTOB);

B) OpraHM3alueil npeaBapuTeIbHOI0 PACCMOTPEHHUS BXOAIINX JOKYMEHTOB;

I) WCKIIOYCHHS BO3BPATHBIX  JBIDKCHHWHA  JIOKyMEHTa, HE OOYCIIOBJICHHBIX  JICTIOBOM
HEOOXO0IMMOCTBIO;

1) OTHOKPATHOCTU PETUCTPALIUU TOKYMEHTOB;

€) ycTpaHeHHUs] HeOOOCHOBAHHBIX COTJIACOBAHUI MPOEKTOB IOKYMEHTOB;

) BPEMEHHOH perjaMeHTaluu olepauuii mo o0paboTKe, PacCMOTPEHHIO M COIJIACOBAHHIO
JOKYMEHTOB.

5.6. B JOKyMEHTOOOOpOTE  YUPEKICHUS  BBIACISIOTCA  JOKYMEHTOIOTOKH:  BXOJSIIHE
(mocrtynaroiniue) JOKYMEHTBI; MCXOondlue (OTIpaBisieMble) NOKYMEHThI; BHYTPEHHHE JOKYMEHTHL. B
COCTaBE€ BXOJAUINX U UCXOASIINX TOKYMEHTOB BbIJICIISIOTCS:

a) IOKyMEHTbI OPraHOB T'OCYAAPCTBEHHOM BJIaCTH, OPraHOB MECTHOTO CAMOYIIPaBJICHMUS;

0) TOKYMEHTHI (PHIIHAJIOB U TEPPUTOPHATBHO 000COOIEHHBIX MOAPa3IeTICHUN;

B) JOKYMEHTBI U3 TOCY/IapCTBEHHBIX U HETOCYJapCTBEHHBIX OpraHU3aluii;

r) 3ampochkl jnemytratoB [ocymapctBeHHo Jlymbr m uneHoB Copeta ®denepamnuu, EMyTaToOB
3aKOHOJATEIbHBIX OPTaHOB CyObeKTOB Poccuiickoit denepanuu 1 OpraHoB MECTHOTO CAMOYIIPaBJICHHUS;

1) oOpaIieHus rpaxiaaH;

€) TOKYMEHTHI U3 MPABUTEIbCTBEHHBIX U HEMPABUTEIbCTBEHHBIX OPraHU3alil 3apyOeKHBIX CTpaH
U JApyTHE TPYIIIBI JOKYMEHTOB.

5.7. JocTaBka ¥ OTIpaBKa JTOKYMEHTOB B YUYPEKIECHHUE OCYIIECTBIISIIOTCS CPEACTBAMM IMOYTOBOM
CBSI3H, (eNbIbErepckol M KyphepCKOM CBSI3U, HApOYHBIMU M PA3IUYHBIMH BUIAMH 3JIEKTPOCBS3U
(bakcumwmnbHas, TtenerpadHas, TeneQOHHAs, OJICKTPOHHAS TOYTa, CHUCTEMA MEXBEIOMCTBEHHOTO
3IEKTPOHHOTO JIOKyMeHToo6opota (MDJ10)*2, CIJI).

5.8. B opraHuzanuio A0CTaBiseTCsl KOPPECHOHACHLMS B BHUAE IMHCEM, IMOYTOBBIX KapTOYEK,
OaHzeposiell U MakeToB, NMEeYaTHBIX U3JaHHi, TererpaMM, Qgakcorpamm, TeaedoHOrpaMM, 3JIEKTPOHHBIX
JOKYMEHTOB U 3JI€KTPOHHBIX KOTIHI IOKyMEHTOB.

5.9. Ilpuem OOKYMEHTOB OCYIIECTBISETCS JeionpousBoautTeneM. JIOKyMEHTBI, MOJy4eHHbIE
paboOTHUKAMU OT JPYTUX OpPraHu3alMid, TaKXKe MepelaloTcs EJIOMPOU3BOIUTENIO ISl pErUCTpallii U/ Uiu
yuera.

5.10. Bce mnocrynuBmIMEe B OpraHU3alMio0 JOKYMEHTHI IOJJIC)KAT TEPBUYHOM 0OpaboTKe,
BKJIFOYAIOLIEH:

a) MPOBEPKY MPAaBUIBLHOCTU JOCTABKH IOKYMEHTOB;

0) MpOBEPKY LIEJTOCTHOCTH YIIAKOBKU (KOHBEPTOB, TAKETOB);

B) BCKpBITHE YMAaKOBKH (32 UCKIIOYEHHEM KOHBEPTOB, IMAKETOB C MOMETKOH «Jluuno» u rpadamu
OTpaHHYEHUS AOCTYIA K JOKYMEHTY);

T') IPOBEPKY LIETOCTHOCTH BXOSIINX TOKYMEHTOB, BKIIIOUAs MPUIIOKECHHUS;

1) YHUUTOKEHHE KOHBEPTOB, TAKETOB UJIN YIaKOBKU;

€) MPOCTaBIEHUE OTMETKH O MOCTYIIEHUU JOKYMEHTA B OPraHU3aIIUIO.

5.11. Ommb0oYHO NOCTaBIEHHBIE TOKYMEHTHI MEPEChUIAIOTCS M0 HAa3HAUEHUIO MU BO3BPALIAIOTCS
oTnpaBuTeNo. JIOKyMEHTHI, TOCTYNUBIINE B TOBPEXKACHHON yIIaKOBKE, MPOBEPSIOTCS HA IIEIOCTHOCTD, B
TOM YHCJIE Ha HATMYME MEXaHUYECKHUX TOBPEKICHUN.

ITouToBBIE OTHpaBiIEHUs, HECTAHJIAPTHBIE MO BECYy, pa3Mepy, Gopme, HMEIOIINe HEPOBHOCTH IO
0oKaM, 3aKJICCHHbIE JIMIKOW JIEHTOW, UMEIOIINe CTPAaHHBIN 3amax, I[BET, MPEANOI0KUTEIBHO UMEIOITHE
BIIO’KEHUS, HE XapaKTepHbIE JJIs MOUYTOBBIX OTIIPABIICHUH, HE BCKPBIBAIOTCS.

2]1n1g rocymapcTBEHHBIX OpraHu3almii — yuactHukoB MO0




O nosy4eHuH MOJ03PUTEIBHOIO OYTOBOTO OTIPABIEHUS AOKJIAAbIBAETCS AEIONPOU3BOAUTEIO U
UHXXEHEPY 10 OXpaHe Tpy/a.

5.12. Ilpu mnocTymjaeHUM BXOJALIETO JOKYMEHTa B IOBPEKICHHON YIIAKOBKE, MOBPEXKICHUU
JOKYMEHTA, [IPU OTCYTCTBUM B KOHBEpTE (IIaKeTe) JOKYMEHTa, €r0 YacTH WIM NPUIOKEHUM K HEMY, a
TaKe MPU OTCYTCTBUM IMOANMCH HA BXOJSIIEM JIOKYMEHTE COCTaBJSETCS aKT B JBYX 3K3EMIULIpax Ha
OyMa)KHOM HOCHUTEIIE, ITOAMMCHIBAEMBIN AETIOMPON3BOINTEIIEM U HHXEHEPOM T10 OXpaHe TPy/a.

OaMH 3K3eMIUIp akTa BMECTE C BXOJSIIUM JOKYMEHTOM M €ro NPHJIOKEHUSMHU IeperaeTcsl Ha
IIPEIBAPUTEIILHOE PACCMOTPEHHUE U PETUCTPALINIO, BTOPOM 3K3EMIUISIP aKTa BbICHUIAETCS OTIIPABUTEITIO.

5.13. KoHBepThl, HaKeThl UM YIIAKOBKA COXPAHSIOTCSA M MPUJIAraloTcs K BXOSIIMM JIOKYMEHTaM B
cllydasix:

a) €CJIM TOJBKO 10 HUM MOXKHO YCTAaHOBUTH OTIPABUTENS WM ATy OTIPABIICHUS;

0) ecnu BXOIAIIMH JOKYMEHT TOCTYNHJ II03KE YKa3aHHOTO B TEKCTE JOKYMEHTa CpOKa
WCTIOJTHEHUS I 1aThl MEPOTIPUSTHUS,

B) IIpH OOJIBIIOM PACXOXKACHUU MEXKAY JaTaMU MOAMUCAHUS U NOJTyYEHHUS JOKYMEHTOB.

[locne 3aBepuieHus pabOThI ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IIOMEUIaeTcsl Ha
XpaHEHHE B JIENO.

5.14. KonBepTsl (makeTsl), UMEIONIME 0TMETKY «JInuHo» («Private»), rpudsl orpaHndeHus 1ocTyna
K JIOKYMEHTaM, COJEp)KallluM CBEICHHUsS KOH(UIEHIMAIBHOIO XapakTepa, HE BCKPBIBAIOTCS H
repelatoTCs:

a) ¢ otMeTKor «JImaHo» («Private») - HEMOCPEICTBEHHO aJpecary;

0) ¢ rpudaMu OrpaHHYCHHUs JOCTYyNa — JEJIOMPOU3BOJIUTEII0 WIW PaOOTHUKY, B OOS3aHHOCTH
KOTOPOTO BXOAUT 00paboTKa JOKYMEHTOB, COJIEPKAIINX CBEACHUSI KOHPHUICHIINAIBHOTO XapaKTepa.

5.15. Bxopsmmue SIIEKTPOHHBIE JOKYMEHTHI, MOCTYNUBIIWE OT JPYrUX OpPraHu3alui 10
ANEKTPOHHOM mouTe, mocpeactsoM CIJ] n/mmu MO 1O nmpuHUMAIOTCS ASTOTTPOU3BOAUTEIICM.

DNEeKTPOHHBIE TOKYMEHTHI, MOCTYMUBLINE MO MUH(OOPMAIIMOHHOTEIEKOMMYHUKAIIMOHHBIM KaHajamM
Y TIOJANHUCAHHBIC YCUJICHHOW KBaIM(HUIITMPOBAHHONW TOMANUCHIO, BKIouatorcs B COJl mocne mpoBepku
SNEKTPOHHOH MOANMCH ¥ TOATBEPKACHHS ¢ JeHCTBUTENBHOCTH; OIeKTPOHHBIE TOKYMEHTEI,
MOCTYNUBIINE OT JAPYrUX OpraHU3aluil 10 5SJIEeKTPOHHONM TOYTe M MOJANUCAHHBIE YCHUJICHHOU
HEKBaJM(UIUPOBAHHON MOJNUCHIO WM MPOCTOM 3MEKTPOHHOM MOANUCHIO, MIPOXOIAT MpeaBapUTEIHHOE
paccmoTpenue u  BrIodatrorcss B COJl mpu  HaIWuMM  MEXIYy OpraHU3alMei-OTIPAaBUTENEM U
OpraHu3aieil - mogydareneM corjameHus o0 oOMeHe AJIEKTPOHHBIMU JOKYMEHTaMU, MOJIHUCAHHBIMU
COOTBETCTBYIOIIEH MOJIMUCHIO.

5.16. IlepBuunas oOpaboTKa SJIEKTPOHHBIX JAOKYMEHTOB, IOJYyYEHHBIX IO HWH()OpPMAIMOHHO-
TEJICKOMMYHUKALIMOHHBIM KaHajlaM CBS3M (3JeKTpoHHas nmouta, MDJ10, caliT opranusamuu) oT JApyrux
OpraHu3aluil ¥ rpaxaad, J0KHA COOTBETCTBOBATh TEXHOJIOTHH PaObOThI C BXOAIIMMU JOKYMEHTaMHU.

5.17. TlepBuuHas 00pabOTKa JTOKYMEHTOB 3aBEpIIAETCS MX pacmlpeeieHueM (COPTUPOBKOM) Ha
perucTpupyemble U HeperucTpupyemsle (mpunosxkenue Ne 9)14,

5.18. Peructpanus BXOASIMIUX JOKYMEHTOB OCYIIECTBISETCS HE3aBUCHMO OT CIIOCO0a UX JOCTaBKU
omuH pa3: B Ciyx0e [Helonpou3BOACTBA WIM B CTPYKTYPHOM MOJAPA3JCIICHUU YUPEKIACHHIB
COOTBETCTBHH C YCTAHOBIIEHHOH (hOPMOil yupeskIeHus AeI0npou3BoacTBal’.

JIOKyMEeHTBI, TOCTYyMawIlue U3 JAPYruX OpraHu3alii HEMOCPEACTBEHHO B CTPYKTYpPHBIE
MOJApa3JelieHus, HO TpeOyrolre pacCMOTPEHHUs] PYKOBOJICTBA, MEpPEAAlOTCs [UIsl PErucTpanud U
MIPEIBAPUTEIILHOTO PACCMOTPEHUS JeNOTMPOU3BOAUTENIO.

B HauBuLyanbHO HHCTPYKIMEH MO METONPOM3BOICTBY MOXET OBITh TIEPECMOTPEHA PACIEdaTKa JTOKyMEHTOB,

NOCTYNMBIIMX B (OpME DJIEKTPOHHBIX JOKYMEHTOB, C NOCIEAyIOLIeH opraHu3alueil paboTEl C HUMH Kak C
JOKYMEHTaMH Ha OyMa)KHOM HOCHTEJIE.
1K nokymeHTam, He MOIEKAIIMM PETUCTPAIlMH, OTHOCATCSA TOKYMEHTBI, He TpeOYIOIIME WCIONHEHHS M HE
cozepIkaIie HHPOPMaLiH, UCTIONB3YEMOH B CIIPABOYHBIX LETISIX.
B unpuBHIyanbHOH MHCTPYKIMM 110 JIENONPOM3BOICTBY yCTAHABIMBAETCS MECTO DETHCTPALMH  BXOISIIMX
JOKYMEHTOB (TieHTpanm3oBaHHO — B Ciyx0e nmemonponsBoacTtsa win B CiryxOe Ieonpon3BOACTBA M CTPYKTYPHBIX
TIOApa3ICNIeHNsAX), a Takxke crnocod perucrpanuu (B COJl MM B perncTpanvoOHHO-YYETHBIX (GopMax Ha OyMasKHOM
HOCHTEIIE).




5.19. Peructpanusi BXOAALUIMX JOKYMEHTOB OCYILECTBISETCS B JE€Hb MX IOCTYIUIEHUS WU Ha
cleayromuid pabouuii 1eHb NP MOCTYIUICHMH JOKYMEHTOB B KOHIIE pabodero AHS WM B Hepabodee
BpeMs.

Perucrpanus oOparieHuii rpaskJjaH OCYLIECTBISETCS B TEUEHUE TPEeX AHEH C MOMEHTA MOCTYIUICHUS
o6pameHns e,

5.20. CpeneHusi O MOCTYNHMBLIEM JOKYMEHTE€ BHOCATCS B DJIEKTPOHHYIO PETUCTPALMOHHYIO
kaptouky (OPK) CO/] unu perucTpanioHHO-y4eTHYIO popMy Ha OyMa)KHOM HOCHTEJIE, a TOCTYUBIIEMY
JOKYMEHTY IIPUCBAaNBAETCs] pErUCTPALIMOHHBIN HOMED.

PeructpaninoHHbIii HOMEp BXOJSIIETO JOKYMEHTa COCTOUT U3 MOPSJIKOBOIO HOMEpa JOKYMEHTa B
npeenax KajieH1apHoro rojia, KOTOpblii MOKET ObITh IOTOJHEH HU(PPOBBIMU UM OYKBEHHO -LIU(PPOBBIMU
KoJaMH (MHIEKCAMHM) TI0 HCTOJIb3yeMbIM K1accupukaropam’’,

5.21. Ha Bcex 3aperucTpupoBaHHbIX JOKYMEHTaX, 32 UCKIIOYEHUEM JOKYMEHTOB, OCTYNUBIINX B
(hopMe FNEKTPOHHBIX TOKYMEHTOB, IPOCTABIISIFOTCS OTMETKH O MOCTYIUIEHUU JOKYMEHTa B OpraHU3alHIo.
B oTmeTke 0 mocTymiaeHuH TOKyMeHTa (GUKCUPYIOTCS JaTa MOCTYIUIEHUs (IIpU HE0OXOIUMOCTHU - BpeMst
MOCTYIUIEHHUS] B YacaX U MUHYTaX) U BXOJSIIMM PErUCTpalluOHHBIA HOMEDP JOKYMEHTAa B COOTBETCTBHUH C
MYHKTOM 2.36 HACTOSIIEH MHCTPYKITUH.

5.22. JIOKyMEHTBI, NOCTYNHUBIINE Ha OyMaXHOM HOCHTEJE, CKaHUPYIOTCS, 3JEKTPOHHAas KOMHS
nokyMeHTa Bkitouaercs B CO/] u npucoenuusierca k OPK nokymenra.

5.23. KoppecnoHieHIIHsI HAa WHOCTPAHHBIX S3bIKAaX, aJpECOBaHHAs PYKOBOJCTBY OPraHMU3alU,
MOCJIe PETUCTpalld Yy JEJIONPOU3BOAUTENS TEpelaeTcsi B COOTBETCTBYIOIIEE IMOJpa3/ieIeHue WU
PabOTHHKY YUPEKICHHUS /IS IEPEBO/Ia U MOCIEAYIONMIEH Mepeayn Ha pacCMOTPEeHNUE pyKoBOACTBA. MHas
KOPPECIIOH/IEHIIMSI Ha HWHOCTPAHHBIX fA3bIKaX TMepefaeTcs IO Ha3HAYeHUIO0 HEMOCPEICTBEHHO B
CTPYKTYpHBIE MTOAPA3/ICICHHUS.

5.24. llpenBaputenbHOE PACCMOTPEHHE MPOBOIUTCA B ILEJSIX PACHPEACIICHUS MOCTYMAIONIUX B
OpraHu3alIo JOKYMEHTOB Ha TpeOyromue 00s13aTeIbHOI0 paCCMOTPEHHsI PYKOBOJCTBOM YUPEKIACHUS U
HaIPABJIIEMbIE HETIOCPEICTBEHHO B CTPYKTYPHBIE ITOJPA3ICICHHUS.

5.25. [IpenBaputensHoE paccMOTpeHHe BXOJSIIAX JIOKYMEHTOB OCYILECTBIISECTCS
JEJIONPOU3BOAUTEIIEM TIOCIIE PETUCTPALIMHA JOKYMEHTOB.

IIpenBapuTeIbHOE PACCMOTPEHNUE MOXKET IPOBOIUTBHCS 1O PErHMCTPAlMU B CIy4ac NOCTYIUICHUS
JOKYMEHTOB C OTMETKaMH, TPEOYIOIMMHU HE3aMeUTUTEILHOTO PACCMOTPEHMSI M UCIIOJIHEHUSI IOKYMEHTA.

5.26. IlpenBapurenpHOMY PacCMOTPEHHUIO IOUIEKAT BXOISIIME JOKYMEHTBI, aJpECOBAHHBIE B
OpPraHMU3aLUI0 U Ha UMs €€ PyKOBOIUTEIIS.

JIOKyMEHTBI, aJpeCOBAHHBIE MOAPA3ACICHUAM, PYKOBOAUTEIAM MOAPA3JACICHUN U CIIEHUATINCTaM,
TIepealoTCs B CTPYKTYPHBIE MOIpa3aeleH s Oe3 MpeBapuTeIbHOr0 paccMOTpeHus 8,

5.27. llpenBapuTenpHOE€ PACCMOTPEHUE OCYILECTBISETCS MCXOAA U3 OLCHKH COACpKaHMS
BXO/IUX JOKYMEHTOB, C YUYETOM YCTAaHOBJIEHHOTO B YUPEXJIEHHUS pacupeieneHus (QyHKIMOHAIbHBIX
o0si3aHHOCTEH  MEXIy pPYKOBOIUTENEM OpraHu3allid, €ro 3aMeCTUTENSIMH, PYKOBOJUTEISIMU
CTPYKTYPHBIX MOJIpa3ACICHUM.

5.28. Ilo pesynpTaTaM HNpeABapUTEIbHOIO PACCMOTPEHMS JOKYMEHTBHl pacCHpelessloTcs Ha
JOKYMEHTOIIOTOKH, HAallpaBJIsIEMbIE:

a) Ha pacCMOTPEHHME PYKOBOAUTENSA YUPEKICHUA(IOKYMEHTBI, IOCTYMAIOLUIME U3 OpraHoOB
roCyJapCTBEHHOHN BJIACTH, OPraHOB MECTHOIO CaMOYIPABJICHHUS, JOKYMEHThI 110 Haubojee BaXXHBIM U
IPUHLIMINAIBHBIM BOIIPOCAM JESITEIbHOCTH OPraHU3alin);

8®enepanbublii 3axoH or 2 mas 2006 1. Ne 59-03 «O nopsiake paccMOTpeHHs oOpalleHuii rpaxaad B Poccuiickoii
Oeneparm» (Cobpanne 3akoHoAaTenbcTBa Poccuiickont @eneparum, 2006, Ne 19, ct. 2060; 2010, Ne 27, ct. 3410; Ne
31, cr. 4196; 2012, Ne 31, ct. 4470; 2013, Ne 19, ct. 2307; Ne 27, cr. 3474; 2014, Ne 48, ct. 6638; 2015, Ne 45, cT.
6206; 2017, Ne 49, ct. 7327).

YCrpykTypa perncTpanmoHHOro HoMepa BXOIAMIEr0 JOKYMEHTa ONPE/IENSETCS HHAMBUYaTbHOM HHCTPYKIMEH

TIO /IEJIONIPOM3BOACTBY OpPTraHN3aIHH.

8Cocrap  OKYMEHTOB, MOMIEKAIMX MNPEABAPUTENHHOMY PACCMOTPEHHIO B OpPraHM3allid, MOXET OBITh
KOHKPETHU3UPOBAH B MHANBHUIYyaIbHON HHCTPYKIIMH T10 JIETIONPON3BO/ICTBY.




0) Ha pacCCMOTpPEHHUE 3aMECTUTENCH PYKOBOAUTENS (IOKYMEHTHI IO HAIPABJICHUSM JEATEIBHOCTH,
KYpPUPYEMBIX COOTBETCTBYIOIIIMMU 3aMECTUTEIISIMU);

B) HA paCCMOTPEHUE UHBIX PYKOBOAUTENEH, IIaBHBIX U BEAYIIUX CIELIUATNCTOB;

I) Ha pacCMOTPEHME M HCIHOJHEHUE B CTPYKTYPHbIE IOJPA3ACICHHUSI IO HANPABICHUSAM HX
JESITEIbHOCTH.

5.29. Ilo 3aBepuieHUM  NPEIBAPUTEIBLHOTO  PACCMOTPEHMS]  JIOKYMEHTHl  MEpEeAaroTCs
COOTBETCTBYIOIIUM PYKOBOJUTENSAM JJIsi PAacCMOTPEHMSI M BBIHECEHHUS pe30JIOLMM (yKa3aHUH 110
WCIIOJTHEHHUIO).

5.30. PaccmoTpeHre JOKYMEHTOB PYKOBOJUTENIEM OCYILECTBISETCS B JIEHb NIEpeJadyn JOKYMEHTOB
PYKOBOJIUTEINIO WINA Ha CIEAYIOIIMA pabouyuil eHb, €CIU JOKYMEHTHI Ie€pelaHbl PYKOBOJACTBY B KOHIIE
pabodero JHS.

JlokyMeHTBI, TpeOyrollie CPOYHOIO PACCMOTPEHHs, a TaKXKe TeJerpaMmbl U Tesie(hOHOTPAMMBI
paccMaTpuBalOTCA PYKOBOIUTENIEM HE3aMEIUTENbHO.

5.31. Pe3ynbTarhl paccCMOTpPEHHUsI JOKYMEHTA PYKOBOJUTEIEM OPTaHHM3aIlMU, €r0 3aMECTUTEISIMH,
PYKOBOJUTENAMU TNOJpa3AeaeHuil oopMIIIIOTCS B BUJE PE30JIOIUM B COOTBETCTBUU C IMYHKTOM 2.43
HACTOSIIEH HHCTPYKIIHH.

5.32. CBeneHus O pe30JOUUU (UCHOJHUTENb, COJEp’KaHUE MOPYYEHHs, CPOK HCIIOJIHEHUS)
nenonpousBoauteneM BHociaTcs B OPK COJI, mocine uero MCHOJHUTENW TNOJAY4arOT JOCTYN K
AIIEKTPOHHOMY JOKYMEHTY WJIM DJEKTPOHHON KONUU JOKYMEHTa, €ClIM JIOKYMEHT TIOCTYNHJ Ha
OyMa>KHOM HOCHTEJIE.

5.33. JIokyMeHTBI, MOCTYMAIINEe Ha OyMaXHOM HOCHUTEJE, TOCIIe UX PETUCTPAIliU, BKIIFOUCHHS B
COJl B BuAE SIEKTPOHHBIX KOMHUU M PACCMOTPEHHS PYKOBOJCTBOM IIEPEAAOTCS B COOTBETCTBYIOIIHE
CTPYKTYpHBIE TMOJpA3/IeNIeHUs Ha WCIOJHEHHE WM TOMEIIAITCsl B JIENO JICJIONPOU3BOJUTENIO B
COOTBETCTBUU C HOMEHKJIATYPOH JIe] OpraHu3aluu.

Jna dukcanuu (akrta nepenaud BXOISAIIUX JOKYMEHTOB M MX KONMUH Ha OyMa)kHOM HOCHTENE
WCIIOJIHUTENSIM B CTPYKTYpPHBIE MOJpa3fiesieHus MOTYT HMCIIOJIb30BaThCs JKypHaJbl (peecTpbl) mepenadu
JOKYMEHTOB.

5.34. Tlpu OyMaXHOM JOKYMEHTOOOOpPOTE IOJJIMHHHUKK BXOJAIIUX JOKYMEHTOB, B Ciydae
HA3HAYEHUS] HECKOJbKUX HCIIOJHUTENEH MepelaloTcsl OTBETCTBEHHOMY HCIOJIHUTEN0, OCTaIbHBIM
WCIIOJIHUTEISIM JIEIOMPOU3BOIUTEIb MIEPEIACT KON JOKYMEHTA.

5.35. MHUcxopsume JOOKYMEHTHI, 3aBU3UPOBAHHBIE BCEMHM 3aMHTEPECOBAHHBIMHU JIMIAMU H
MOANKUCAHHBIE PYKOBOAMUTEIEM WM HWHBIM  YIOJHOMOYEHHBIM UM JIMIIOM, PErHCTPUPYIOTCS
JIeJIONIPOU3BOIUTENIEM OpraHU3aI|H.

5.36. Perucrpanuss HMCXOIAUIMX JOKYMEHTOB OCYIIECTBIISETCS B JIeHb MOJANUCAHUS WIA Ha
clenyomui pabounii 1eHb, eciiu TOKyMEHThI ObUIH MOANKMCAHbI B KOHIIE paboyero JHS WK B Hepabouee
BpeMs.

5.37. llepen peructpammesl HCXOIAUIUX JIOKYMEHTOB JICJIONPOU3BOIUTEID MpoBEpsIET
MPaBUIBHOCTh O(OpMIIEHUS JOKYMEHTOB (B TOM 4YHCJE€ HajdMyuWe MOJMUCEH, BU3, MPAaBHIBHOCTb
HAMUCaHUs aJpecoB), a TAaKKe YKa3aHHBIX B MCXOJALIUX JOKYMEHTaX NPUIIOKEHUH, COOTBETCTBUE
KOJIMYECTBA SK3EMIUIAPOB KOJIWYECTBY aJpEcaToB IO YKa3aTENI0 PACCHUIKH, HATU4YHEe OTMETKH 00
UCIIOJIHUTEIIE.

5.38. Ilpu peructpanuu ucxonsamero micbma B COJ cBepeHus 00 OTHpaBiIsieMOM TOKYMEHTE
¢bukcupyrores B OPK, kK KOTOpoil puKpemnisercs 3IeKTPOHHAs KOMHUS OTIIPABIsIeMOr0 JOKYMEHTA.

Ecmu OPK Obuia cozmana B COJl mpu MOATOTOBKE MPOEKTa JOKYMEHTa, TO MPU PETUCTpalluU
HCXOJIAIETO JOKYMEHTA B Hee JOOABISIOTCS CBEJICHUS O PErUCTPAlMOHHOM HOMEpE, J1aTe PErUCTpaluy U
Jpyrue cBeJeHUs 00 UCXOAIIEM JOKYMEHTE.

5.39. PeructpaniuoHHbIf HOMEp UCXOAILIETO JOKYMEHTa JOJKEH COCTOATh U3 KOJOB (MHIEKCOB) B
COOTBETCTBUH C NPHUMEHSAEMBIMU KJIaCCU(PHUKATOpPaMU U MOPSIKOBOIO HOMEpa JOKYMEHTa B HIpeienax
KaJIEHAApHOTO roja.

Jlata perucTpanuy U perucTpalMoOHHBIM HOMEp IPOCTAaBJISAIOTCS HA OTIPABISEMOM JOKYMEHTE, a
TaKK€ Ha KOIUU UCXOMSIIEro JOKYMEHTA, OCTAIOLIEHCS B J€JE, B COOTBETCTBUU C IyHKTamu 2.35, 2.36
HACTOSIIIEN UHCTPYKIIUH.



5.40. MHcxopamuii JNOKYMEHT, MOANMCAHHBIM pPYKOBOJWUTENEM YUPEXKIECHUS WJIH HHBIM
YIIOJIHOMOYEHHBIM UM JOJDKHOCTHBIM JIMIIOM, TIEpelacTcs Ha OTIPABKY, KOMHS TOKYMEHTa Ha OyMa>KHOM
HOCHTEJIE C BU3aMU IIOMEIIAETCS B J€JI0 B COOTBETCTBUU C HOMEHKJIATYpOH Jell.

DNEKTPOHHBIE TOKYMEHTHI IIOCJIE€ WX IMOJANUCAHUS 3JEKTPOHHOM IMOANUCHIO U OTIIPAaBKH aJpecary
xpansrcs B 6a3e qanubix CO/1.

5.41. B 3aBUCHMOCTH OT COJEpPXAHUS U CPOUHOCTH JOKYMEHTHI, OTIPABIISIEMbIE U3 OpraHU3alluy,
JOCTABIIAIOTCS aJpecaTtaM CpEeACTBAMHU TIOYTOBOW, (EbIbETePCKOM CBSI3H, CIEICBS3H, KyphepoM,
IKCIPECC-TIOYTOM, a TaKKe MEePEAArOTCS MO KaHAJlaM 3JICKTPOCBS3H ((paKCUMIIBHAS CBs3b, Tenerpad,
tenedoH, anekrponHas nmoura, MO0, CO/).

O06paboTka KOPPECTOHACHIIUH ISl OTIPABKU OYTOBOW CBS3BIO OCYIIECTBIISIETCSI B COOTBETCTBUH C
[IpaBuIaMu OKa3aHHs YCIyT TIOYTOBOM CBS3H Y,

5.42. JIoKyMeHTbl, HE UHMEILIUE aJpecHOW 4YacTh, NPUHHUMAIOTCA HA OTHPABKY C
CONPOBOJUTENBHBIMU  NHUCbMaMU (32 HCKIIOYEHHEM KOMUH  pacHopsSIUTENbHBIX JIOKYMEHTOB,
HaIpaBJIIEMbIX B [10/IBEIOMCTBEHHbIE OPTAaHU3ALINN ).

HenpaBuibHO 0oQoOpMIIEHHbIE IOKYMEHTHI M KOPPECHOHJCHIMS HECIyKeOHOro Xapakrepa K
OTIpPaBKE HE MPUHUMAIOTCS U BO3BPAILAIOTCS UCIIOTHUTEITIO.

JIOKyMeHTBI, MOJJIeXKalllue OTHpaBKe, JOJDKHBI 00pabaTbiBaThCsd M OTHPABIATHCA B JIEHb HX
MOANNCAHUS U PErUCTPALIK UK HA CIEAYIOIIHNNA pabouuii 1eHb.

5.43. JlocbUIKa WK 3aMEHA paHee OTHPABIECHHOIO IOKYMEHTA OCYIIECTBIISAECTCS M0 YKa3aHUIO JIUIA,
MOAMKCABILIETO TOKYMEHT.

5.44. TIpoxoxaeHue BHYTPEHHHX JOKYMEHTOB Ha dTamax WX MOJATOTOBKH M O(QOPMIIEHHUS JTOJDKHO
COOTBETCTBOBATh MPOXOKICHUIO MCXOIAUIMX JOKYMEHTOB, a Ha JTale HCIOJIHEHUS - BXOJISALINX
JOKYMEHTOB.

5.45. TlpoekThl pacnopsAOUTENbHBIX AOKYMEHTOB (IIPHKA30B, PacHOpPsDKEHUI), MOATOTOBIECHHBIX
JUISL TIOJNUCAHUA, MOCIE MOATOTOBKM W COIVIACOBAHMS C 3aWHTEPECOBAHHBIMHU JIMLIAMU NEPENAIOTCS
JIeIONIPOU3BOJUTEIIO [T MPOBEPKH MPABUIIBHOCTH UX 0(OPMIICHUS.

5.46. IlpaBmibHO 0(DOPMIICHHBIE TTPUKA3BI, PACTIOPSDKEHHS TIEPEIAI0TCs Ha TTOAMKICH PYKOBOAUTEIIO
YUPEXKICHUS NI UHOMY YIIOJITHOMOYEHHOMY UM JIMILY.

5.47. TloanucaHHble TPHUKa3bl, PACHOPSIKEHHUS MO OCHOBHOW AECSATEIBHOCTH PETUCTPUPYIOTCS B
nenonpounsBoauTenem 2,

[Ipukazam, pacnopsKEHHUSIM IO OCHOBHOM JI€ATEIbHOCTH MTPUCBAUBAIOTCS MOPAIKOBBIE HOMepa (110
KOKIOW Tpyle JAOKYMEHTOB OTAEIbHO) B Ipenenax KaneHaapHoro roja. [lopsnkoBeiii Homep
JOKYMEHTa MOXET JIOTOJHATbCS OYKBEHHBIM WM LHUQPOBBIM  HMHJEKCOM, 0003HAYaIOIUM
MIPUHAUIEKHOCTh JOKYMEHTA COOTBETCTBYIOLIEH I'pyNIe JOKYMEHTOB.

CBeneHMsT O pErUCTPUPYEMBIX MpUKa3ax, pacnopsbkeHusix BHocsATca B COJl wnm B uHBIE
pEerucTpaloHHO-y4eTHbIe (POPMBI HA OYMa>KHOM HOCHUTEJIE WU B JIEKTPOHHOHN (popME B COOTBETCTBHUH C
MMYHKTOM 5.54 HACTOSIIe NHCTPYKIUH.

5.48. IlouIMHHUKH TIPUKA30B (PAcTIOPSKEHUI) 110 MECTY UX perucTpanuu GopMUPYIOTCS B Jiela B
COOTBETCTBUM C HOMEHKJIATYpPOW JeJl YYpPeXICHUs B COOTBETCTBUM C MNyHKTOM &8.20 HacTosmen
WHCTPYKLUU.

Konuu npuka3oB, pacnopsKE€HUN PacChlIa0TCs UCTIOTHUTENSIM U UHBIM 3aUHTEPECOBAHHBIM JIMLIAM
B JIEKTPOHHOU (popme min Ha OyMakHOM HOCHUTENE B COOTBETCTBUHU C YKa3aTeJIeM PACCHLIKU.

19 [Tpuxas MuHHCTEPCTBA CBA3M U MACCOBBIX KOMMYyHuKauuii Poccuiickoii ®eneparuu ot 31 urons 2014 r. Ne 234 «O6
yrBepkaeHnd [IpaBrin oka3zaHUS YCIYT MOYTOBOM CBS3W» (3apETHCTPUPOBAaH B MuHHCTEpCTBE FOocTUIMH Poccuiickon
Oeneparin 26 nexabps 2014 1., permcrpammonHbiii Ne 35442), ¢ w3MEHEHUSAMH, BHECEHHBIMH IPHUKA30M
MuHHCTEpCTBA CBSI3M M MacCOBBIX KoMMyHHKanmid Poccuiickoit @enepammm ot 13 despans 2018 1. Ne 61 «O
BHECCHWH W3MEHEHWH B MpHKa3 MUHHCTEpCTBAa CBSI3M M MAacCOBBIX KOMMYyHHKanuii Poccuiickoit ®eneparmu ot 31
mionst 2014 1. No 234 «OO6 yrBepxkaennn IIpaBunm oOKa3aHHS YCIYT TIOYTOBOM CBS3M» (3aperHCTPHpPOBAH B
MunncrepcTse roctuimu Poccuiickoit @eneparwm 28 mapta 2018 1., peructpannonssiii Ne 50545)

20 [ToaroToBKa MPUKa30B MO JUYHOMY COCTAaBY K TOITMCAHHMIO PYKOBOJMTENEM M MX PETUCTPAIHS OCYHIECTBIFOTCS
TIOIPa3/ICIIEHIEM TI0 YIIPABIICHHUIO IIEPCOHAIIOM.




Konuu mpuka3oB, pacnopspDKeHU#, pacchllaeMble Ha OyMa)XHOM HOCHUTEINE, 3aBEpsIOTCS B
COOTBETCTBUU C IIYHKTOM 2.51 HacTosIel HHCTPYKLIUH.

5.49. IlpoTokonbl 3acefaHWil, COBELIAHUN, NPOBOAUMBIX PYKOBOJCTBOM  YUPEXKJIEHUS,
PETUCTPUPYIOTCS AETOTIPOU3BOAUTEIIEM.

[IpoTokoJsibl  3acenaHuii, COBEIIAHWM, MPOBOAMMBIX KOJUICTHAIBHBIMUA  (COBEUIATEIHHBIMM)
OpraHaMM, KOMHUCCUSIMU WJIM B CTPYKTYPHBIX IOJAPA3JEICHUAX OpraHu3alUM, PETUCTPUPYIOTCS B
MO/IPA3JICIIEHNSAX, OTBETCTBEHHBIX 3a OpPraHU3alMi0 U MpoBeAcHHE Meponpustud. Komum Takux
IIPOTOKOJIOB FOTOBATCS K PACChUIKE M PACCHUIAIOTCS CTPYKTYPHBIM MOJpPa3/IeI€eHUEM, OTBETCTBEHHBIM 32
OpraHM3aIUI0 U IPOBEIEHUE MEPOIIPUSATHUS.

5.50. IIporokosaM mHpuUCBaMBAarOTCS MOPSAKOBbIE HOMEpa B IMpefesiaXx KaJeHIApHOTO Toja WU
nepro/a paboTel BpeMEHHOH paboydeli Tpymibl (KOMUCCHH) TIO KaX/I0H IPyIIe MPOTOKOJIOB OT/IEIBHO.

[ToMMHHUKY TPOTOKOJIOB MO MECTY UX PErucTpanuu (popMUpPYIOTCS B Aeja 0 HOMEHKIIATYPE JIe
YUPEXKJIEHUSI B COOTBETCTBUU C MMyHKTOM &.20 HacTOsIIeH MHCTPYKLIUH.

5.51. BHyTpeHHME IOOKYMEHTBI Ha HMMs PYKOBOJIMUTENSA JIPYroro CTPYKTYPHOTO MHOAPAa3AeIICHUS
peructpupytorcs B COJl wnu (ipu orcyrctBun COJ] uiam OTCYTCTBUH BO3MOKHOCTH 3apeTrUCTPHUPOBATH
BHYTpeHHUIl JokymMeHT B CDJ]) perucrpupyrorcss B MNOAPA3JEIECHUU, CO3/aBUIUM JIOKYMEHT.
3aperucTpupoBaHHBIN JOKYMEHT MepeaaeTcss HEMOCPEACTBEHHO B MOJpa3/ielieHue - ajpecaT, B KOTOpOM
MTOBTOPHO HE PETUCTPUPYETCS.

5.52. Ilpn BxmroyeHuun B COJl BXOAAMIMX TOKYMEHTOB, MX PErUCTpAllMH, PAaCCMOTPEHHH H
ucnosiHeHnu B DPK BHocATCS ciepyromme cBeIeHus 0 )IOKYMeHT621:

a) HAMMEHOBAHUE YUpexXJIeHus (KOPPECIOH/IEHTA);

0) axgpecar;

B) HaUMEHOBAaHKE BUJIA IOKYMEHTA;

I) JlaTa MOCTYIMUBIIETO JTOKYMEHTA;

1) pETUCTPAllMOHHBII HOMEpP MOCTYNHBIIETO TOKYMEHTA;

€) JOJDKHOCTh, (PaMUJIIMS 1 MHULUAJIBI JIULIA, TIOANUCABILEr0 JOKYMEHT;

) JJaTa NOCTYIUIEHUS T0KyMEHTA;

3) BXOJSIINI pEruCTPAIMOHHBIA HOMED;

1) 3aroJIOBOK K TEKCTY (KpaTKOe COJIEp)KaHKUE TOKYMEHTA);

K) KOJIMYECTBO JIMCTOB OCHOBHOTO JOKYMEHTA;

J1) OTMETKA O MPHUJIOKEHUH (KOJTUIECTBO MPUIIOKEHUH, 00IIIee KOTMIECTBO JTUCTOB MPHIIOKCHUH ),

M) CBEJIEHUS O CBSI3aHHBIX JJOKYMEHTax (HaMMEHOBaHHE BUJA JOKYMEHTA, JaTa, PerucTpaliMOHHbIHI
HOMEp, TUII CBS3H);

H) pe30JIroLus (MCIOIHUTEIND (MCIIOJHUTENN), TOPYUYEHHE, TOJKHOCTHOE JIMLO, IaBlIee IOpyYEHue,
naTa);

0) CPOK MCIIOJIHEHUsI JOKYMEHTAa;

1) MHJEKC Jie1a 10 HOMEHKJIaType Ae;

P) CBEICHHUS O Iepeajipecaluy JOKyMEeHTa;

C) OTMETKa O KOHTPOJIE;

T) rpu( orpaHu4eHus AOCTyna K JOKYMEHTY;

y) CBe/ieHUs 00 3IEKTPOHHON NOIMHCH;

) pe3ysbTaT IPOBEPKH FNEKTPOHHOM MOAMHCH?2,

5.53. Tlpu Bxmouennn B COJl ucxoasmux nokyMeHToB B OPK BHOCATCS cnenyroniue cBEAEHUs O
JOKYMEHTE:!

a) aJpecar;

0) MOJKHOCTB, (paMUIIMs M MHUIMAJIBI JINLA, [TOIMHCABIIEr0 T0KYMEHT;

B) HAMMEHOBAHHUE BUJIAa IOKYMEHTA;

I') laTa JOKyMEHTAa,

2lYka3aHHbli cOCTaB cBelieHUH, BKIoYaeMblXx B CDJ] IpH PErucTpaluu M B XOAE PACCMOTPEHHS U HCIIONHEHHS
BXOJISIINX U HCXO/IIINX TIOKYMEHTOB, 00s13aTeNeH JUIsl opraHu3anuii — ydactankos MO/1O.
22Bgmowarorcst B CDJ ecitv MOCTYNMBIIMIA TOKYMEHT TIONMCAH YCHIIEHHOM 2JIEKTPOHHOMN MOITHCHIO.




1) pETUCTPAIIMOHHBII HOMEP TOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe coAepxaHue JOKYMEHTA);

) CBEJICHUS O CBA3aHHBIX JOKyMEHTaX (HaMMEHOBAaHWE BUJA TOKYMEHTA, JaTa, PeruCcTPalliOHHBINA
HOMEp, TUII CBSI3N);

3) KOJIMYECTBO JIUCTOB OCHOBHOTO JIOKYMEHTA;

1) UHJIEKC JieJla 10 HOMEHKJIaType Ae;

K) OTMETKa O MPHIIOKEHUH (KOJMIECTBO MPUIIOKEHUHN, 001Iee KOITMYECTBO JIUCTOB PUIIOKEHUH);

1) rpu¢ OrpaHUYEHHS IOCTYMA K TOKYMEHTY;

M) ToApa3AeIeHNE - OTBETCTBEHHBIN HCIIOTHUTENb JOKYMEHTA;

H) CBEJCHHS 00 3JICKTPOHHOM ITOITUCH.

5.54. Ilpu Bxmoyenun B COJ BHyTpeHHUX NTOKyMEHTOB B DPK BHOCSTCS cienyrone cBeIeHUs O
JOKyMeHTe?:

a) HAUMEHOBaHHE TIOJPa3/IeNICHHs], TOATOTOBUBIIETO MPOEKT TOKYMEHTA;

0) HaMMEHOBaHME BUA JOKYMEHTA;

B) JlaTa JOKYMEHTA;

T') PErUCTPAIIMOHHBIN HOMEP TOKYMEHTA;

1) JOJKHOCTH, (PaMUIIHS M MHUITUAITBI JINIIA, TTOAMUCABIIETO IOKYMEHT;

€) CBEIEHUS O CBS3aHHBIX JOKYMEHTaX (HaMMEHOBaHHME BUIA JOKyMEHTA, J1aTa, PerHCTPAlMOHHBIN
HOMeEp, THII CBSI3N);

) 3aroJIOBOK K TEKCTY (KpaTKO€ cojepxaHue IOKYMEHTA);

3) OTMETKA O MPHJIOKEHUH (KOJIMYECTBO MPHIIOKEHHH, 00IIee KOJIMUECTBO JIMCTOB MPUIIOKEHUMN);

1) UHJIEKC JieJla IO HOMEHKJIaType Ae;

K) YKa3aHHUs 110 UCTIOJTHEHUIO IOKyMEeHTa (MCIIOJIHUTENh, TOPYICHHE, 1aTa UCIIOTHEHHS);

J1) OTMETKa O KOHTPOJIE;

M) Tpud OrpaHUYCHHUSI TOCTYTA K TOKYMEHTY;

H) mojapa3feieHne (JOHKHOCTHOE JIMIO) - MCIOJHUTETh (OTBETCTBEHHBIM HCIOJHUTEH)
JOKYMEHTA.

JIOTIONTHUTENBHO K YKAa3aHHBIM CBEICHUSM O BXOSIINX, UCXOSIINX U BHYTPEHHUX TOKYMEHTax B
OPK C3/1 MOTYT BHOCUTBHCSI HHBIE CBEJICHUS.

5.55. Yyer konn4ecTBa TOKYMEHTOB, MOCTYNUBIINX, CO3JaHHbBIX, OTHPABJICHHBIX 32 ONPEICICHHBIN
MEepPHOJT BPEMEHH, MOXET MPOBOJUTHCA IO YUPEKIECHUIO B IEJIOM, MO OTACIbHBIM CTPYKTYpPHBIM
MOApA3JCIEHUsAM, [0 TpydnaM JOKYMEHTOB, KOPpPECHOHJEHTaM, MACUCTBUSIM, HPOU3BEICHHBIM C
JOKYMEHTaMH, U IPYruM MapaMmerpam, HeOOXOIUMBIM UIsl aHajiu3a paboThl ¢ JOKYMEHTAMH B LIETISIX €€
COBEPIICHCTBOBAHHUS.

5.56. Ilpu yuere oObemMa JAOKYMEHTOOOOPOTa MOJCYUTHIBAETCS KOJMYECTBO JOKYMEHTOB
BBIZICNICHHOM TPYNIBL. YYeT KOJIUYECTBA JOKYMEHTOB MpoBoAUTCA 1o AaHHbIM COJI, peructpannoHHO-
YUETHBIX KYPHAJIOB U KapTOTEK.

5.57. 3a eauHHUIly ydeTa KOJMYECTBA JIOKYMEHTOB NPUHHUMAETCS EIWHCTBEHHBIM HSK3EMILIAP
JOKyMeHTa (TIO/UIMHHUK WU KOTIHSI, €CITH KOMHUS - €AMHCTBEHHBIN IK3EMILISP TOKYMEHTA B OpraHU3allii,
HampuMep, KOMHsI UCXOMSIIEro MUchMa) 0e3 ydyeTa KOMH, CO3AaBaeMbIX MPH IeYaTH U KOMHPOBAHHUU
(TupaxupoBanuu). Konuu 10KyMEeHTOB MpU HEOOXOIUMOCTH aHAJINU3a YUUTHIBAIOTCS OTJEIBHO.

5.58. PesynbraThl ydera oObeMa JOKYMEHTOOOOpPOTa B YUPEKIECHUU €XKEroJHO 00o0O0IaroTcs
JIEIOTIPOU3BOAUTENEM U MPEACTABISIOTCS PYKOBOJCTBY B BHJIE 0TUeTa 00 00beMe T0OKyMEHTO000poTa 3a
TO/I.

VI. KOHTPOJIb UCIIOJTHEHUS IOKYMEHTOB (IIOPYUYEHUI)

6.1. KOHTpOJ'IB HCIIOJIHCHUA JOKYMCHTOB (HOpy‘lCHHﬁ) BCACTCA B HCIAX HUX CBOCBPEMCHHOI'O U
Ka4C€CTBCHHOI'O UCIIOJTHCHHUA.

2 CocraB cBeneHnii, BHOCMMBIX B CDJI TpM perMcTpamuM BHYTPEHHHMX JIOKyMEHTOB, 3aBHCHT OT BHIA
PETUCTPUPYEMOTO TOKYMEHTA.




6.2. KOHTpOJIb UCTIOJIHEHUS IOKYMEHTOB (ITOPYUEHHIT) BEACTCS:

a) PYKOBOJUTEIIEM WM HMHBIM JOJDKHOCTHBIM JIMLIOM YUYPEXICHMSI - HCIIOIHEHUS JOKYMEHTOB
(mopy4eHuii) 1o CyIecTBy;

Jlenonpou3BOAUTENEM YUPEKICHUSI U OTBETCTBEHHBIMU 3a JIEJIONPOU3BOJCTBO B CTPYKTYPHBIX
MOAPA3/ICJIEHUSAX - CPOKOB UCIOJHEHUS TIOKYMEHTOB (IIOPYUYEHHUI).

Y nenonpousBOAWTENS  LIEHTPAIM30BAHHOMY KOHTPOJIIO  MOAJEXKAT  3aperuCTPUpPOBaHHbBIE
JOKYMEHTBI ¢ OTMETKON 0 KOHTpousie («KOHTpoib»), MpocTaBiasieMO B COOTBETCTBUHM C IYHKTOM 2.54
HACTOSIIIEd MHCTPYKIMH, a B CTPYKTYPHBIX MOJPA3ACICHUSIX YUPEXKIEHUS - BCE 3apErUCTPUPOBAHHBIE
JOKYMEHTBI, TPEOYIOIINE NCIIOJIHEHUSI.

6.3. PacnopsiquTtenbHbIE JTOKYMEHTBHI, TPOTOKOJBI 3acedaHuil (COBEIIaHMil), COAepKaIe
[IOPYYEHUsI C KOHKPETHBIMU CPOKaMHU HCIHOJIHEHHS, CTAaBATCS HAa KOHTPOJIb MO KaXJO0MY MOPYYEHHIO
OTJIENBHO.

6.4. KoHTpOJb CPOKOB MCIOIHEHNS JOKYMEHTOB (ITOPYYEHUI) BKIIOYAET B ceOsl:

a) MOCTaHOBKY JOKYMEHTOB (ITOpyY€HUI1) Ha KOHTPOJIb;

0) MpOBEpPKY CBOEBPEMEHHOCTH JOBEEHUS JOKYMEHTOB (IIOPYUYEHHIT) 10 NCIIOJIHUTEIEH;

B) IIPE/IBAPUTENILHYIO MPOBEPKY U PETYIMPOBAHUE X0/1a UCIIOJIHEHUS JOKYMEHTOB (IOpYy4YEeHH);

T') CHATUE C KOHTPOJIS JOKYMEHTOB (IOpy4YeHHi);

1) ydeT, 0000IIeHNe U aHAIU3 Pe3yJIbTaTOB X0/1a UCTIOJHEHHS TIOKYMEHTOB (MIOPYUYEHUI);

€) uHpopMHpOBaHHE PYKOBOJIUTENIEH O XOJ€ UCIIOJHEHUS JOKYMEHTOB (IOPYUYEHHI) U COCTOSSHUN
WCIIOJIHUTENBCKON JTUCIUILITUHBI.

6.5. Cpoku UCHIOJTHEHUS TIOKYMEHTOB (TIOPYYEHHI ) HCUUCIISIOTCS B KaJICHAAPHBIX JTHAX.

Ecnu mocnennuit neHb cpoka MCHOJTHEHHS JOKyMEHTa (MOpydYeHUs) MPUXOIUTCS Ha Hepabouuii
JI€Hb, TO TIOKYMEHT TO/IJICKUT UCTIOJIHEHUIO B OJMKANTITNI CIICTYIOIINI 32 HUM pabouuii ICHb.

JlaTa ucrionHeHus JokyMeHTa (mopydenus) gukcupyercs B OPK COJI wim uHO# perucTpamoHHO-
y4eTHOH opMme, UCTIONIb3yeMOil 1711 OTCIIEKUBAHUS CPOKOB UCTIOJHEHHSI TIOKyMEHTA (MIOpy4deHust).

Cpoku HCHOJHEHHUS IOKYMEHTOB (MOpYyYEHHUI) YCTaHABIMBAIOTCS PYKOBOJIUTENIEM, UCXOAS W3
CpPOKa, YCTaHOBJIEHHOTO OpraHM3alMed, HampaBUBIIEH JOKYMEHT, WU CPOKOB, YCTaHOBJICHHBIX
3aKkoHo 1aTenbcTBOM Poccuiickoit denepannm.

6.6. JIokyMeHTHI (IOpYYEHHS) MTOJICIKAT UCIIOTHEHUIO B CIEAYIOIINE CPOKH:

a) C KOHKPETHOM JTaTOW MCIOJIHEHHUS - B YKA3aHHBIA CPOK;

0) Oe3 yka3zaHusl KOHKPETHOW JaThl UCHIOJHEHHSI, UMEIOIUE B TEKCTE IOMETKY «BECbMa CPOYHOY - B
TE€YEHHE OJIHOTO JHS, «CPOUYHO)» - B 3-IIHEBHBIN CPOK; «ONEpaTUBHO» - B 10-THEBHBINA CPOK; OCTAIbHBIC -
B cpok He Ooiee 30 qHE;

B) [0 MMapJIAMEHTCKUM 3alpocaM - He Mo3JHee uyeM uepe3 15 aHel co qHS MoaydeHus;

r) no 3ampocam uiaeHoB Copeta denepanuu, nenyraroB ['ocymapcTBeHHON [IyMBbI (AemyTaTcKOMy
3amnpocy) He nmo3aHee yem uepes 30 aHeH co AHS MOoTydeHUsI.

1) TI0 MEXBEIOMCTBEHHBIM 3aIpOCaM O MPEICTaBICHUH JTOKYMEHTOB U (Win) HHGOPMAIIUH B LENSIX
MIPEIOCTABJICHUS TOCYAAPCTBEHHBIX U MYHUIUMNANBHBIX YCIYr - 5 pabouyux AHEWH CO IHS TMOITY4EHHUS
3ampoca, eciu 3aKoHoAaTeabCcTBOM Poccuiickoit denepanyivi He YCTaHOBJIEH UHOM CPOK;

€) 1o oOpateHusM rpaxas - 30 qHei co AHS perucTpaluu.

6.7. IIprocTaHOBUTH MCIOJIHEHUE KOHTPOJIBHOTO JTOKYMEHTa (MOPYUYEHHS), a TAKKE OTMEHUTH €ro
MO>KET PYKOBOJHTENb, MOAMUCABIINI JOKYMEHT WM JIaBIIUI opydeHue (yKa3aHue).

6.8. B mensx cBOEBpeMEHHOTO MCIOJIHEHHs JOKYMEHTOB, MOPYYEHHH (yKa3aHUM), MOCTABICHHBIX
Ha KOHTPOJIb, JAEJIONPOU3BOJUTEND, OTBETCTBEHHBIM 3a BEIEHUE KOHTPOJS MCIOJHEHHS AOKYMEHTOB,
MIPOBEPSIET CBOEBPEMEHHOCTh JIOBE/ICHUS JOKYMEHTA (TIOPYyYeHHsI) 10 UCTIOJIHUTEIIS.

6.9. Ecim cpok HCNOJHEHMsS JOKYMEHTa (NOpYYeHHUs) NpPEBBIIIAeT OJMH Mecsl, B MLEeJIX
o0ecrieyeHHss CBOEBPEMEHHOTO HCIIOJHEHHUS NOKyMEHTa (IOpydYeHHs) MPOBOAUTCS MpeABAPUTEIbHBIN
KOHTPOJIb M HAllOMHHAHUS MWCIOJHUTENSIM O NPUOIMKEHHU CPOKOB MCIIOJHEHHS JOKYMEHTOB
(mopyueHwuii).

6.10. IIpenBapUTENBHBII KOHTPOJIb OCYHIECTBIIAETCA B CIEAYIOLUIEM MOPSAKE:

a) TOKYMEHTOB (ITOpY4YEeHUI) MOCIEAYIOINX JIET - He PEKe OJTHOTO pasa B TOJI;



0) TOKYMEHTOB (MMOpYYEHHUI) TOCICAYIOIMUX MECSIEB TEKYIIero roja - He PeXe OJHOro pasa B
MecCsILL;

B) JOKYMEHTOB (IIOpYyUYEHUI) TEKYIIEro Mecsla - 3a 5 THEH 10 UCTEYEHUsI CPOKa UCTIOTHEHHUS.

6.11. HamomuHanue WCHOJHUTEISIM O TNPUOMMKEHHUH CPOKOB HCIIOJHEHHS JOKYMEHTOB
(mopy4eHHi) MOKET OCYILIECTBISATHCS B aBTOMATUYECKOM pexume rnocpeacrsom CO/L.

HanoMuHauus MCTIOTHUTENSIM, a TakKe MHPOpMalus 00 WCHOJHEHUH JOKYMEHTOB (TIOpYdYSHHIA),
MoJIydeHHasi OT wucnoiHuTener, ¢ukcupyrorcss B DPK C3Jl wnm MHBIX pPErucTpanrOHHO-YYETHBIX
(opmax, HCIIOJIb3YEMBIX /ISl KOHTPOJISI UCTIOTHEHUS TOKyMEHTOB (TIOpYUESHHIA).

6.12. Ilpm HEOOXOAMMOCTM U3MEHEHHUS CpPOKAa MHCIOJHEHUS JOKyMeHTa (HOopy4deHHs])
OTBETCTBEHHBII MCIOJHUTEIL O053aH NPEACTaBUTh HA MM PYKOBOJUTENS, JaBIIErO IOPYyYEHHUE,
o0ocHOBaHME (CIYEOHYIO 3allMCKy) O TMPOJJICHUH CPOKa C YKa3aHWEM NPHYUH IPOJJICHHS M JIAThI
HCIIOJIHEHUSI.

O6ocHOBaHME MPOJJIEHUS CPOKa UCIIOJHEHUS JOKYMEHTA (OpYy4YEeHHs) TOJKHO OBITh HAIpaBJIEHO
COOTBETCTBYIOIIEMY PYKOBOAMTENIO HE IMO3/JHEE, YEM IO MCTEUEHUU JIBYX TPETHUX CPOKa HUCIIOJHEHUS
JOKYMEHTA (TIOpYy4EHuUs).

O0 uW3MEHeHMH CpOKa HCIHOJHEHHUS JOKyMEHTa (MOpYy4YeHMs]) OTBETCTBEHHBIM MCIIOJIHUTEIh
MHOOPMHUPYET NeTONPOU3BOAUTENA,

6.13. JlokymeHT (MOpy4YeHHE) CUMTAETCS WCHOJHEHHBIM, €CJIIM TIPUHATHI PEHICHUS TI0
MOCTABJICHHBIM BOIIPOCaM, IOJATOTOBJIEHBl COOTBETCTBYIOIIME JOKYMEHTBI, HallpaBjieHa cIipaBka 00
UCIIOJIHEHUU B COOTBETCTBYIOIIME OpPraHbl BJIACTH (OpraHU3alliy) WM JaH OTBET [0 CYIIECTBY
3aMHTEPECOBAHHBIM JIUIaM.

Pemenune 00 wucmonHEHWH AOKyMEHTa (MOpPYYEHHUs) MPUHUMAET PYKOBOAMUTENb, IMOCTaBUBIIMMA
JOKYMEHT (TMOpy4YeHHe) Ha KOHTPOJb, C 00s3aTeNbHBIM HHMOPMHPOBAHUEM AEIONPOU3BOJAUTEIS
OpraHu3aIiy.

Ha wncnosHeHHOM JOKyMEHTE IpOCTaBIIETCS OTMETKAa O HANpaBICHUM JOKYMEHTa B JI€JI0 B
COOTBETCTBUU C MyHKTOM 2.55 IlpuMepHO WHCTPYKIIMH, CBEACHHS OO0 WCIOJHCHHH JIOKYMEHTa
(mopyuenusi) BHOcsATCa B DPK COJl wnm mHYIO perucTpaioHHO-YU4EeTHYI0 (GOPMY, UCTIOIB3YEMYIO IS
KOHTPOJISI UCTIOJIHEHMSL.

6.14. JlokyMeHTBI (MOPYYEHUsI), HE CHATHIC C KOHTPOJIS, a TaKKe JOKYMEHTHI (MMOPYYEHUs), CPOK
UCIIOJIHEHUS KOTOPBIX HE IPOJIJIEH, CYUUTAIOTCS HEHCIIOIHEHHBIMH.

6.15. Jlenonpou3BOAUTENb YUPEKICHUS AHAIM3UPYET COCTOSTHHME M PE3yJabTaTbl HCIOJIHEHUS
JOKYMEHTOB (IIOPYYEHUI) U COCTOSIHUE UCTIOHUTEIbCKONW JUCHUIUINHBIL:

a) B IOpsAAKE IPEABAPUTEIBHOIO KOHTpPOJS HANpaBsieT B CTPYKTYpHbIE IOApa3eiIeHUs
YUPEXAECHUS HAIlOMHUHAHUS O JOKYMEHTaX, CPOKM HCIOJIHEHHUS KOTOPbIX MCTEKaroT (3a 3-5 nHeil no
OKOHYaHUs CPOKA UCIOJHEHUS JOKYMEHTA);

0) pa3 B MecsLl U 110 OKOHYAHUU I'0J1a PYKOBOJUTEIIO YUPEXKIAEHHUS U PyKOBOAUTENSAM CTPYKTYPHBIX
[0JIpa3/IelIeHui HaIPaBJIseT OTYEThl O KOJIMYECTBE IOKYMEHTOB, UCIIOJIHEHHBIX B CPOK, UCIIOJIHEHHBIX C
IPOJJICHUEM CPOKa MCIIOJHEHHs, HE MCIOJHEHHBIX, HAXOAALIMXCS Ha HCHOJHEHUHU IO YUPEXKJIEHUS B
LIEJIOM, IO CTPYKTYPHBIM I0/Ipa3/IeleHUsAM U, IPU HEOOXOIUMOCTH, - IO OTAEIbHBIM HCIIOJHUTEISM.

VIil. OPTAHU3AIUA PABOTBI UCIIOJTHUTEJIA C JOKYMEHTAMU

7.1. Wcnomuurenb noJIiy4ac€T AJOKYMCHTBI Ha HCIIOJIHCHUC B [JC€Hb HX pPACCMOTPCHHUA UM HA
CH@,HYIOH_II/Iﬁ pa6oq1/1171 ACHBb B COOTBCTCTBUH C PE30JIIOIUAMU PYKOBOJACTBA YUYPCIKACHUA U PYKOBOIUTCIIA
nmoaApasaCJICHU. CpquHe JAOKYMCHTBI IIEPCAAIOTCA UCTIOJITHUTCIIIO HE3aMCJINTCIIBHO.

7.2. I[OKyMeHTBI, NNoCTynaromue B CTPYKTYPHOC MOAPA3ACIICHUC C PE30JIIOOUAMU PYKOBOJCTBA,
NnepeaaroTCA PYKOBOJUTCIIIO TMOAPA3ACICHUA. Ecmu AOKYMCHT, HOCTyTII/IBIJ_II/Iﬁ Ha HUCIIOJIHCHHUEC B
nmoaApasacyICHUE, HE UMCCT OTHOIICHUA K KOMIICTCHI WU ITOAPA3ACICHUA, PYKOBOJAUTCIIb IOAPA3ACIICHUA B
TOT K€ ICHb UJIKM HA CJ'ICI[YI-OH_II/Iﬁ pa60q1/1171 ACHBb BO3BPAIIACT €ro ACJIOMPOU3BOAUTEIIO I PCIICHUA

24 AHaNOTMYHBIM 00Pa30M MOTYT OBITH BHECEHBI M3MEHEHHMS B COCTAB MCIIONHHWTENEH JOKyMEHTa (IIOpYYeHHs) C
o0s13aTenbHBIM HH(pOpMupoBaHHeM CiryXObI AEITOPOU3BOICTBA.




BOIIpOCA O I[IEPEHANpPABICHUM €ro Ha UCHOJIHEHHE B JpYyroe I[ojpasfeiieHue (Apyromy

HCTIOJTHUTEIO).

7.3. McrionHeHne JOKyMEHTa IIpelyCcMaTpUBAET:

a) cOop M aHaIM3 HE0OX0MMOI HH(OpMAIHH;

0) OArOTOBKY MPOEKTa JTOKyMEHTA U ero 0(OpMIICHHE;

B) COTJIACOBaHUE MPOEKTA TIOKYMEHTA C 3aMHTEPECOBAHHBIMU JIUL[AMU;

r) 1opabOTKy MPOEKTa MOKYMEHTa IO 3aMEYaHUsIM, MOJIydeHHBIM B XOJI€ COTJIACOBAHUS W, TPHU
HE00XOAMMOCTH, - TOBTOPHOE COTJIACOBAHUE);

J) TIOJArOTOBKY CIIMCKa (yKa3aTelss) pacChUIKM JOKYMEHTa, €ClIM JOKYMEHT aJpecoBaH TIpyIIe
OpraHu3aluii;

€) MpeACTaBlIeHUE MPOEKTa JOKYMEHTa Ha MONUCH (YTBEPKACHHUE) PYKOBOJICTBY;

’) MOJATOTOBKY JOKYMEHTA K OTIIPAaBKE H Mepenady KOIUHU JOKyMEHTa B 1602,

7.4. Ilpu HampaBiI€HUH OKYMEHTAa HECKOJbKUM HCIOJHHUTENSIM OTBETCTBEHHBIM 3a IOJTOTOBKY
MIPOEKTa JOKYMEHTA SIBJISIETCS MCIOJHUTENb, YKa3aHHBIM B PE30JIIOLMU NEPBBIM WM 0003HAUECHHBIN B
PE30ITIOINH KaK OTBETCTBEHHBIN HCIIOJIHUTENb.

7.5. OTBETCTBEHHBIN MCIOJHUTEIb UMEET MPAaBO JaBaTh MOPYYEHUS OCTAJIBHBIM HCIIOIHUTENSM,
MIPOBOJUTH paboyre COBEIIAaHUs i1 BbIPAaOOTKH COBMECTHOTO peleHus. Bce ucnosHuTenu B paBHOM
CTENIEHU OTBETCTBEHHBI 3a CBOEBPEMEHHOE M KaueCTBEHHOE HCIIOJIHEHHE MOPYYEHMs U NpeACTaBlIECHUE
OTBETCTBEHHOMY HCIIOJIHUTENI0 B YCTAaHOBJIEHHBIE UM CPOKH HEOOXOJMMBIX MaTepuayoB (IIPOEKTOB
JOKYMEHTOB, CHpaBoK). VcmonaHutenu He HMEIOT TMpaBa MPEACTaBIATh MPOEKThl JTOKYMEHTOB
PYKOBOJIUTEIIO, JABIIEMY MMOPYYEHHE, MUHYS OTBETCTBEHHOT'O MCIIOJTHUTEIIS.

7.6. B ciydyae OTCYTCTBUS MCIOJHHUTENS (KOMAaHIUPOBKA, OTHYCK, OO0JIE3Hb) TOKYMEHT IIO
YKa3aHUIO PYKOBOAMTENS TMOJApA3/eleHUus INepeaaeTcsa JApYyromMy HCIOJHUTEN0 C 00sg3aTeNbHbIM
cooOmieHneM ero ¢GamMuaIuu JEIONPOU3BOIUTENIO TOApa3eTeHUsT asi BHeceHUs: m3meHeHuit B OPK
nokymeHTa B COJ WM HHYIO PETUCTPAIMOHHO-YIETHYIO (OpPMY.

7.7. Tlpn yBONBHEHWUW WJIHM TEpEXOJie Ha JAPYrod y4acTOK pPabOThI COTPYAHHK OOs3aH CIaTh
JOKYMEHThl M Jefla PYKOBOAMTENIO MOJApAa3JeNieHus WM MO €ro YyKa3aHWI0O BHOBb HA3HAYEHHOMY
COTPYIOHHKY (B ciyyae HEOOXOAUMOCTH, - 110 aKTy MpUeMa-Tnepeaad, B KOTOPOM yKa3bIBAIOTCS BUABI A€
(3aroJI0BKH Jie1) U MX KOJMYECTBO M KOTOPBIN MOANUCHIBACTCS paOOTHUKOM, NIEPEJaBIINM JOKYMEHTHI, U
pabOTHUKOM, IPUHSIBIITUM JOKYMEHTHI).

7.8. Pe3ynbTaToOM HCHOJHEHUSA JIOKYMEHTA SBIIAETCS MPOEKT JAOKYMEHTA, MOJArOTOBJICHHBIN
HCIIOJIHUTEIIEM.

[IpoexT nokymMeHTa cO BCeMH HEOOXOTUMBIMU MPUIIOKEHUSMU, Halle4aTaHHbIN U 0(opMIICHHBIN B
COOTBETCTBUU C IPaBHJIaMH, YCTaHOBJCHHBIMU B pasnene 3 [IpumepHOl MHCTPYKUWHU, HCIIOIHUTEIH
COTJIACOBBIBAET C 3aMHTEPECOBAHHBIMU MOPA3ACICHUSIMH U JTUI[AMH U, IPU HEOOXOIUMOCTH, C APYTUMU
OpraHu3aIusIMu.

JIoKyMeHTBI, MpeAHa3HauYeHHble JJs OTHpaBkH, odopMmisioTcs Ha OJaHKe Y4pexkKAeHUs
ycTaHOBJIeHHONH (opmbl. [l OTHpaBKH JOKYMEHTOB, HE HMEIOUIUX aJpEeCHON YacTH, COCTaBJISeTCA
COTMPOBOIUTENHHOE MHCHMO.

Ha npokymeHnt, paccbuiaeMblii Oojiee u4eM B 4YeTbIpe ajpeca, HCIOJHHUTEIb TOTOBUT CIIHUCOK
PacChbUIKH, OIpeAessieT KOJMYECTBO SK3EMIULIPOB JOKYMEHTAa W TOCIEe perucrpanuu oOecreduBacT
M3TrOTOBJICHHE HEOOXOIMMOTO KOJIMYECTBA KOUH.

7.9. Hcnonnurtenb (OTBETCTBEHHBIN WCIIOJHUTENb) OpPraHU3yeT COIJIacOBaHUE (BU3UPOBAHUE)
MPOEKTa JOKYMEHTa CO BCEMH 3aMHTEPECOBAHHBIMHU JIMLIAMU U TPOBOAUT AOpPabOTKy MPOEKTa I0
3aMeuYaHUsIM B COOTBETCTBHUH ¢ MyHKTaMHu 4.1 - 4.11 HacTosAIIEH HHCTPYKIINU.

[Ipy Hamuuuu OONBIIOTO KOJMWYECTBA 3aMEYaHUN [0 MPEJCTaBICHUS TOpabOTaHHOTO MPOEKTa
JOKYMEHTa Ha MOAMHUCH PYKOBOJUTENIO HCIIOJIHUTEIh TOTOBUT CBOJIKY 3aMeUaHHil (TpeioKeHui), B
KOTOpO#l yKa3bpIBaeTCs: COJAepKaHHUe 3aMedaHus (MPEeIsIoKEeHUs), TOTKHOCTh, (aMIIUS JIMIIA, ABIIETO
3aMeuyaHue, MPUHATO WM OTKIOHEHO 3aMeydaHue (eciau 3aMeYaHne OTKIOHEHO, - TPUYNHY OTKIOHEHHUS).
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7.10. Tlocme nopaGOTKM W TOBTOPHOTO BHM3MPOBAaHUS (COTJACOBAHMS) MPOEKT JOKYMEHTA
nepenaercss Ha mnoanucanue (yrBepxkiaeHue). o mpencraBieHus Ha NOJNUCH HMCIOIHUTEIb
MpOBEpPSET MPABIIBHOCTH O(hOPMIICHHUS TOKyMEHTA, MPAaBUIBHOCTD OPOpPMIICHHS a/IpecaTa,
HAJIMYMEe HEOOXOJUMBIX BH3, MPUJIOKCHUH, NMPH HEOOXOAMMOCTH - CIPABOK, MOSCHUTEIBHBIX
3aMHUCOK, PA3bSICHSIIOINX COAEPKAHUE TOATOTOBIEHHBIX JOKYMEHTOB, JINCTA (YKa3aTelsl) pacChUIKH.

7.11. TlognucaHHBIM JOKYMEHT HCIOJIHHUTEIb B COOTBETCTBUU C MOPSIKOM, YCTAaHOBJIEHHBIM
WH/IMBUIYAIBHON MHCTPYKIIMEH MO JEIOTPOHM3BOACTBY, MEPENACT ISl PETUCTPAIIMH M OTHPABKH H/HJIH
BKJIFOUEHUS B JIEIIO.

B cooTBeTCTBHM C HOMEHKJIATYpOU JI€J1 UCTIOIHUTENb ONpPEAEsieT UHAEKC Jieia, B KOTOPOE T0JKEH
OBITh BKIIFOUCH JIOKYMCHT.

7.12. B xoae uCHOJHEHUS JTOKYMEHTa MCIIOJIHMUTENb MUMEET IPaBO MpejylaraTb U3MEHEHHE CpOKa
UCIIOJIHEHUS, €CIU OTCYTCTBYIOT pE€allbHble YCIOBMSI HCIIOJHEHHUS JOKyMEHTa (NOpy4YeHHsI), IellaTh
ITOMETKHU Ha JOKYMEHTE O BPEMEHH €ro MOCTYIJIEHUS, O JJaTaX MPOMEXYTOUHOTO KOHTPOJIS, TeIE(POHHBIX
Y UCBbMEHHBIX 3ampocax, O JaTe U Pe3y/lbTaTe OKOHYATEIbHOTO NCIIOJIHEHUSI.

7.13. UcnonHuTeNnb HE IMEET IIPaBa pasriiallaTh COJAEpKaHUE MOCTYNUBIINX K HEMY JOKYMEHTOB U
MTOATOTOBJIEHHBIX MPOEKTOB CIYKEOHBIX JOKYMEHTOB, C HUIMH MOTYT OBbITh O3HAKOMJIEHBI TOJIBKO JIMIIA,
MMEIOIIME OTHOIIEHUE K UX UCIIOJIHEHHUIO.

VIII. ®OPMHUPOBAHUE JOKYMEHTAJIbBHOI'O ®OHJA OPT'TAHU3ALINU.

8.1. OnepaTtnBHOE XpaHEHUE JOKYMEHTOB YUPEXKIECHUS JI0 MEpeadynd UX Ha XpaHEHUE B aApXHUB WIN
YHUUTOKEHHE OCYIIECTBISETCS B CTPYKTYPHBIX MOAPA3JICIECHUAX OpraHu3alIi.

8.2. B memsix XxpaHeHHs, TOHMCKa M HCIOJb30BaHHUS JOKYMEHTHl Ha OyMa)kXHOM HOCHTENE U
AIIEKTPOHHBIE JJOKYMEHTHI ((OPMHUPYIOTCS B JIeJIa B COOTBETCTBUU C HOMEHKJIATYpOU Jiell.

Homenknatypa nen 3akperuisieT Kiaccu(UKauio (TPyNIUpOBKY) HMCIOJHEHHBIX JOKYMEHTOB B
nena (2JEKTPOHHBIE JeNa), CUCTEMAaTU3alUI0 U WHAEKCALUIO ], CPOKM MX XpPaHEHUS U SBIAETCS
OCHOBHBIM YYETHBIM JTOKYMEHTOM.

HomeHknaTypa nen gBiseTcsl OCHOBOM Ul COCTABJIEHMs OMMCEN A€l MOCTOSHHOTO, BPEMEHHBIX
(cBbime 10 j1eT) CPOKOB XpaHEHHMs M IO JIMYHOMY COCTaBY, aKTOB O BBIJCJICHHUM K YHHUYTOXKCHMIO
JOKYMEHTOB C HCTEKIIMMM CPOKaMHM XpaHEHHUs, a TakkKe Uil ydera Jed BpeMeHHbIx (mo 10 ner
BKJIFOYUTENIBHO) CPOKOB XPAHEHHUS.

8.3. HomeHknaTypa Jien y4pek[eHUs COCTaBIIAETCS Ha OCHOBE M3YYEHHs COCTaBa U COJEpPKaHMs
JOKYMEHTOB, 00pa3yloLIUXcs B JAEATEILHOCTU OpPraHU3alluM, BKJIIOYAs JOKYMEHTBHI, MOCTYHAlOIIHE W3
APYruX OpraHu3alui.

8.4. Ilpu cocraBieHUH HOMEHKJIATYphl A€ CIEAyeT PYKOBOJCTBOBATHCSA YCTABOM OpPraHU3ALIUH,
MOJIOKEHUSIMA O CTPYKTYPHBIX MOJpPa3JeNIeHUsIX, IITATHBIM pPacHUCAHUEM, IUIAHAMM M OT4YEeTaMH O
pa0oTe opraHu3anyy, HOMEHKJIATYpOH Jel 3a MPOUIeNIIMNA T0J, JIOKAJIbHBIMU HOPMAaTHBHBIMHM aKTaMHU
OpraHu3aluM, COAEP)KAIlMMU CBEJICHUS O JIOKYMEHTaxX, 0Opa3yroIlUXcs B JEATEIbHOCTH OpraHU3alui,
TUHOBBIMM U IPUMEPHBIMU HOMEHKJIATypaMu e (IIpU UX HAJIUYKU), BEJOMCTBEHHBIMM U THUIIOBBIMHU
NEePEeYHSIMHU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHHS.

8.5. B HOMeHK1aTypy Je1 BKIIIOYAIOTCSl BCE TOKYMEHTBI, OTPAXKAIOLIUE IEATEIbHOCTh CTPYKTYPHBIX
MOJIpa3/IeIeHuH yUpeKICHUs U MOCTOSIHHO UM BPEMEHHO JIEHCTBYIOIIHUX OPraHOB (KOMHUCCHUH, COBETOB,
KOMHUTETOB), B TOM YMCJIE€ JTOKYMEHTbl OTPaHUYEHHOIO JIOCTYIA, PErUCTPALIMOHHbBIE U YUETHBIE JKypHAaJIbl
¥ KapTOTEKH, B HEOOXOUMBIX CIIydasx - KOMMH JA0KyMeHTOB?®. JIOKyMEHTBI, CO3IaHHbIE B 3JIEKTPOHHOM
¢dopme, BKIIOUAIOTCS B HOMEHKJIATYpy A€l M0 TeM >K€ MpaBMJaM, YTO U JIOKYMEHTbl Ha OyMa)KHOM
HOCHTEJIE.

He BxirouaroTcst B HOMEHKIIATYpY JIe]1 HEpUOIMYECKUe U3AaHusl, KHUTH, OpOILIOPHI.

26 Konmu NOKYMEHTOB BKIIOYAKOTCSA B HOMEHKIATYPY JeNl, €CIIH KON — €IMHCTBEHHBIA SK3EMIUIAP TOKYMEHTa B
OpTaHM3ALNH, a TAKXKE, ECITH KOITUH HEOOXOTMMBI JUTS YIPEXKICHUS AEATEIbHOCTH MOAPa3ACICHHS.




8.6. Homenkmarypa aen yupexaeHus (CBOHAs1) COCTABIISIETCS ACIOMPOU3BOAUTEIIEM HAa OCHOBAHUU
HOMEHKJIATYp JeNl CTPYKTYPHBIX MOApa3leneHuid mo ¢opme, ycTaHOBIeHHOH [IpaBunmamu XpaHEHUs,
KOMIUIEKTOBAHUS, y4eTa M HCIOJIb30BaHUs JOKYMEHTOB ApxuBHOro (honna Poccuiickoit denepanuu u
JIPYTUX apXWBHBIX JOKYMEHTOB B OpraHax TIOCyJapCTBEHHOWH BIJIACTH, OpraHax MECTHOIO
caMOyIIpaBIlIeHus, OpraHu3anuax>’ (naiee - IpaBuna xpaHneHus).

CBogHasT HOMEHKJIaTypa Ji€J COCTaBseTCS B IIOCIEIHEM KBapTajle TEKyLero roja Ha
MPEACTOSIINNA KaJICHIaPHBIN 0.

8.7. Howmenknarypa Jen yupexIeHHUs MOIIUCHIBAETCS JAEJIONPOU3BOJUTENEM, BU3UPYETCS
PYKOBOJUTENIEM apXuBa (JMIOM, OTBETCTBEHHBIM 3a apXHB), COIJIACOBBIBAETCS C LIEHTPAJIbHOU
OKCHEPTHOM KOMHUCCHEM (SKCIEPTHOM KOMHUCCHEW) YUpEXKIEHUS U, €CIIM YUPEeKICHHE SBISETCS
HMCTOYHUKOM KOMIUIEKTOBAaHUSI TOCYJAapCTBEHHOI'O WJIM MYHULHMIAJIBHOIO apXuBa, OJUH pa3 B 5 JEeT
MIPEJICTABJISIETCSl  HAa  COIVIACOBAHUE  COOTBETCTBYIOIIEW  AKCHEPTHO-IIPOBEPOUYHOW  KOMHUCCHH
YIOJHOMOYEHHOTO OpraHa HCIOJIHUTENbHON BiacTu cyobekTa Poccuiickoit ®denepauuu B obnactu
apxuBHOro nena (mamee - DIIK apXuBHOTO yupexACHHS) WU TOCYJApPCTBEHHOTO (MYHHUIIUIIAILHOTO)
apxyBa B COOTBETCTBUH C TMPEAOCTABICHHBIMH €MY IOJHOMOYMSIMHU B TMOPSJIKE, YCTaHOBJIEHHOM
I[Ipasunamu XpaneHns >,

Homenknarypa pen, cormacoBanHas OIIK apXuBHOro ydpexaeHHss WM TOCYIapCTBEHHBIM
(MyHUIIMIIAJIBHBIM) apXUBOM B COOTBETCTBUU C MPEJOCTABICHHBIMU €MY IOJIHOMOYHUSIMH, YTBEPKAAETCS
PYKOBOJIUTENIEM YUPEKICHHS U BBOJIUTCS B AeCTBUE C 1-TO SIHBAps MPECTOAIIETO KaJIEHJApPHOTO Toa.

Opranuzanuu, B JESITEIBHOCTH KOTOPBIX HE CO3Jal0TCSd JTOKYMEHThl ApXHMBHOro (QoHIa
Poccuiickoit @enepanuu, yrBepKaat0T HOMEHKIIATYPY A€l CaMOCTOSTENIbHO.

B cnydae usmeHeHuss (QyHKIMI W CTPYKTYpbl YUpEeXKJIEHUS HOMEHKIATypa JAel COCTaBIsieTcs,
COTJIACOBBIBAETCS U YTBEPIKAAETCS 3aHOBO.

8.8. CornacoBanHas ¢ coorBeTcTByromer OIIK apXMBHOTO ydpexaeHUs WU roCyJapCTBEHHBIM
(MyHMLIMIIQIBHBIM) apXUBOM B COOTBETCTBHUH C NPEJOCTABICHHBIMH €My ITOJTHOMOYMSIMH HOMEHKJIATypa
JIeJI B KOHIIE Ka)KJIOTO T'0J1a YTOYHSETCs, IEPENeUaThIBACTCs, YTBEPKAACTCA PYKOBOIUTENIEM YUPEKACHHUS
U BBOJMTCA B JEHCTBUE C | sTHBaps MPEACTOSILEro KaJeHIapHOTro roja.

8.9. IlepBbIil SK3eMIUISP YTBEPKIACHHOW HOMEHKIATYPHI JEN SBJISIETCA JOKYMEHTOM IMOCTOSHHOTO
XpaHEHUs W BKIIIOYAETCS B HOMEHKJIATYPY €N B pas3len ACIONpPOU3BOACTBA, BTOPOH - HCIOJIB3YETCS
PYKOBOJUTENIEM WU OTBETCTBEHHBIM JIMIIOM B KauecTBe paboyero sK3eMIuIApa, TPEeTuil - nepenaercs B
apXuB YYpPEXKICHHA B KadyeCTBE YYETHOIO JOKYMEHTAa, DJJIEKTPOHHAs KOMNMS HOMEHKJIATYPHI JEl
OpraHM3aluy, YTBEP)KIECHHOM pPYKOBOAMTEIEM OpraHU3alUHd, IEepeJacTcs B TOCYNapCTBEHHBIN
(MyHMLMTIAIBHBIN) apXUB, ICTOYHUKOM KOMIUIEKTOBAHUS KOTOPOTO SIBJISIETCS] OpraHU3aLus.

B nogpasneneHus ydpekIeHHMs HOMEHKIATypa el pacCchUIaeTCs IEJIONPOU3BOIUTEIIEM B BHUIC
KOIMI COOTBETCTBYIOLIUX Pa3/iesIOB Ha OyMa>KHOM HOCHUTENE WK B 3JIEKTPOHHOH (opme.

8.10. HomeHnkiatypa gmen YYpekXIEHUS CTPOUTCS IO CTPYKTYpHOH (HA3BaHMSIMH pa3/eiioB
(moapa3aenoB) HOMEHKJIATYPbI JeJT SBJISIOTCS HAa3BAHUS CTPYKTYPHBIX HOJpPa3/IelIeHUH, pacloyioKeHHbIe
B COOTBETCTBUM C YTBEPXKACHHOM CTPYKTYpOH oOpraHuzanuu), WiM (QYHKIHOHAIBHON cxemam
(Ha3BaHMAMU Pa3JeI0OB HOMEHKIIATYPHBI JIeJT ABJSIOTCS HAIPaBJICHUS AEATEIIbHOCTH OpraHU3allin).

8.11. Homenknarypa Aen CTpYKTYpPHOTO MOJAPa3JelIEHUs] COCTABIIAETCS B KaKJIOM IOJApa3feiICHUU
yupexieHus: pabOTHMKOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOJACTBO MOJpPA3JENICHUs, HpPU Y4aCTHH
BEIYLUIUX CHELUAIUCTOB IMOAPA3JEIICHUs, COTJIACOBBIBAETCS C IKCIEPTHOM KOMHCCHUEH NOIpa3ACICHUS
(mpu ee HaNIM4MM), MOAMNHUCHIBACTCA PYKOBOJIUTEIEM CTPYKTYPHOIO MHOJpA3JENCHUs U NPeACTaBIIsAeTCS
JEJIONIPOU3BOJUTEIIIO.

27 TIpunoxenue Ne 25 k ITpaBunam XpaHeHUs, KOMIUIEKTOBAHMS, y4eTa M MCIIONb30BAHUA JTOKYMEHTOB ApPXHBHOIO
¢ouma Poccuiickoit Denepanuy U APYruX apXWBHBIX JOKYMEHTOB B OpTraHaX TOCYJapCTBEHHOH BJIACTH, OpraHax
MECTHOTO CaMOYIpaBIEHUs, OpPTraHM3alMsX, YTBEPKACHHBIM MpHUKazoM MuHHcTEpCcTBa KyabTyphl Poccuiickoi
Oeneparwm ot 31.03.2015 Ne 526 (3apeructpupoBan B MunmcTepcTBe FocTHIinu Poccuiickoit @eneparwm 7 CeHTAOPS
2015 r., peructparmonssiii Ne 38830) (nanee — [IpaBuna xpaHeHHs).

28 [Tynxr 4.8. ITpaBun XpaHeHus




HomenknaTypa Jen CTpPYKTYpPHOTO IIOJpa3/eeHusi COCTaBisieTcss Mo (opMme, yCTaHOBICHHOMN
I[IpaBunamu xpaneHus>,

BHOBB cO31aHHOE MM PEOPraHU30BAHHOE MOJpa3/eNieHHe JOKHO B MECSIUHBIN CPOK pazpaboTarh
HOMEHKJIATYPY JIeJ1 ¥ PEICTABUTD €€ JIIIOTPOU3BOIUTEIIIO.

8.12. Bce 3arojoBku Jei, BKJIIOUYEHHBIE B HOMEHKJIATYpPY €Nl CTPYKTYPHOI'O MOJpa3/eicHMUs,
uHAeKkcupytotcs. MHaekc nenma ykaseiBaercss B rpade | HOMEHKIATypsl Je M COCTOMT M3 HMHIEKCA
CTPYKTYpHOTO ToOApa3AeicHus (KoJa MOJpa3lesieHUus] B COOTBETCTBHH C YTBEP)KICHHOH CTPYKTYpO#
YUPEXKACHUSI WIN KIacCH(PUKATOPOM CTPYKTYPHBIX IMOAPA3CICHHUN) M TMOPSAKOBOTO HOMEpa Jena B
paszzerie HoMeHKIAaTyphI e, MHaekcsl nenm 0003HavaroTes apadbeckumu mudpamu. Hanpumep: 01-05, rae:

01 - Ko CTPYKTYpHOTO TOAPa3ACICHHUS;

05 - mopsIIKOBEIN HOMEP JieNa B pa3jieliec HOMEHKIIATYPHI JIEIT.

Jlena mo BompocaM, HEPa3peHICHHBIM B TEYEHHWE OJHOTO TOJa, SBISIIOTCS «IIEPEXOIAIMUMU» U
BHOCSITCS B HOMEHKJIATYpy JIENI CIIEYIOUIETO Tofla ¢ TeM K€ MHJIEKCOM. PeKoMeHIyeTcsi COXpaHsTh B
HOMEHKJIAType JIeJT OJIMHAKOBBIC HHCKCHI ISl OJHOPOIHBIX JIEI, BKIFOUEHHBIX B Pa3HBIC Pa3IeIbl.

Ecmu B TeueHne roa B ACATEIBHOCTH YUPEKICHUS 00pa3yIOTCst JOKYMEHTHI, He IPEAYCMOTPEHHBIE
HOMEHKJIATYPO#l JIeJI, 3arOJIOBKA HOBBIX JIEJN JOIMOJHHUTEIHHO BKIIOYAIOTCS B HOMEHKJIATYpYy aAel. B
KaX/IOM paszelie HOMEHKIATyphl el JUIsi BHOBH 3aBOJMMBIX € IPEIyCMaTPUBAIOTCS pe3epBHBIC
HOMeEpa.

8.13. 3arosoBok aena (rpada 2 HOMEHKIATYpHI JA€N) ODKEH B 0000IIEHHOW (dopMe OTpaxaTh
OCHOBHOE COJIEpXKaHHe M COCTaB JIOKyMEHTOB jena. He mormyckaercst yrmoTpeOyieHHe B 3arojoBKe Jiena
HEKOHKPETHBIX (hOPMYIIHPOBOK («pa3HbIe MaTepHAIIB», «0OMIas MEPETHCKay), a TaK)Ke BBOJHBIX CIOB U
CITIO’)KHBIX CHHTaKCHYECKUX OOOpOTOB. 3arojIOBKH JeJl MOTYT YTOYHSTHCS B TEUCHHE TojJia B IpOIEcce
dbopmupoBanust U 0hOpPMIIEHUS JEI.

3aroloBOK  JieNia  JOJDKEH  COCTOSITh M3 JJIEMEHTOB,  paclojlaraéMblX B CIEAYOIICH
MOCJIEIOBATEIbHOCTHU

a) Ha3BaHWE BUJA Jena (Iepenucka, *KypHal, Jeji0) WIM BUJA JOKYMEHTOB, BKIIOYEHHBIX B €O
(TIPOTOKOJIBI, IPUKA3HI);

0) HaMMEHOBaHHE OpraHU3allid, CTPYKTYPHOI'O MOJAPA3/IeNEeHUs, MOCTOSHHO JEHCTBYIOIIEro WU
BPEMEHHOTO OpraHa, JOJKHOCTHOTO JIUIA, CO3JaBIINUX TOKYMEHT(bI);

B) HaIMEHOBaHUE KOPPECHOHACHTa (OpraHu3aluy, JIMIa, KOTOPOMY a/IpeCOBAHbI HIIM OT KOTOPOTO
MOJIy4€HBI IOKYMEHTHI);

I') KpaTKoe coJiepKaHue T0OKyMEHTOB Jefa;

1) Ha3BaHUE MECTHOCTHU (TEPPUTOPHH), C KOTOPOIl CBSI3aHO CoZep KaHUE TOKYMEHTOB JIena;

€) nata (mepuoj), K KOTOpbIM OTHOCATCS TOKYMEHTHI JIeNia;

) yKa3aHHE€ Ha KOMUMHOCTh JIOKYMEHTOB JIela.

8.14. Tlopsnok pacroJIOKEHHsS 3aroJIOBKOB J€7 BHYTPH Pa3/elioB  HOMEHKIATYpbl el
OTIPEJIeIIIeTCS CTETNIEHbIO BAXKHOCTH IOKYMEHTOB, BKJIIOUEHHBIX B JIEIa.

B navane pa3gena pacmojaraloTcs  3arojOBKM  JIeN,  COAEpXKAIIUX  Y4peAuTebHbIE,
OpraHU3aI[MOHHO-TIPABOBBIE M PACHOPSAUTENbHBbIE JAOKYMEHTBHI, 3aTEM 3arojOBKH Jell, COJepKaIlux
IUIAHOBBIE, OTYETHble, HH(POPMAIIMOHHO-AHATUTUYECKUE JOKYMEHTBI, JOKYMEHTBI, OTpaKarollue
JeSITeNbHOCTD MOAPAa3/IeeHUs, EPENUCKy, B KOHIIE pa3jieia - PerucTPalliOHHBIE U YYETHBIC KYpPHAIIbI,
KapTOTEKH, 0a3bl TAHHBIX.

3aroJioBKA JIeNl, COCTAaBJCHHBIX IO KOPPECIOHIEHTCKOMY U TeorpaduyeckoMy IMpU3HAKAM,
BHOCSITCSI B HOMEHKJIATYpPY el 1o alhaBUTy KOPPECIOHACHTOB HIIK TeorpaduiuecKix Ha3BaHUU.

B 3aronoBkax gen, cojepXkamux JJOKYMEHTHl IO OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
MOCJIEI0BATEIbHOCTBIO PEIICHUsI BOIPOCA, B KAUeCTBE BUA JeNla YIIOTPeOIsieTcs TEPMHUH «IOKYMEHTBD,
a B KOHIIE 3aroJIoBKa B CKOOKax yKa3bIBalOTCSl HA3BaHUS BUAOB JOKYMEHTOB, HauOoJjee MpeICTaBIEeHHbBIX
B Jienie: «J{oKyMeHTBI O TPOBEAECHUH COBEIAHUM U CEMHHAPOB (MPOrpaMMBbl, CIIUCKH, TOKIJIAIBI)».

TepMUH «JOKYMEHTBI» NpPUMEHSETCS TakXKe B 3aroJioBKax Jel, COJepXKallluX JOKYMEHTHI-
MPUIIOKEHHS K KAKOMY-JINOO JOKYMEHTY (BHJIbl JOKYMEHTOB-TIPUIIOKEHUI HE epeuncIIsioTcs):

2 TIpunoxenne Ne 26 k [TpaBunam xpaHeHus




«JIOKyMEHTBI K IPOTOKOJIaM 3acenanuii [lemarornueckoro coBeray;

«I[IpoTOKOIBI TPOU3BOACTBEHHBIX COBEIIAHUN TIPU PYKOBOIUTEINE U TOKYMEHTHI K HUM.

B 3aromoBkax ngen, mpeaHa3HAUYEHHBIX IS TPYMIIUPOBKU OJHOTHUITHBIX JOKYMEHTOB, 3Ta TpYIIIa
JIOKYMEHTOB YKa3bIBa€TCS BO MHOKECTBEHHOM YUCIIE:

«IIpoTokonsl 3acenanuii CoBera MOV ».

B 3aronoBkax pgein, coaepxkaliux MEPEnucKy, YKa3bIBaeTcs, ¢ KEM MU IO KaKOMy BOIIPOCY OHa
BEJIETCS:

«[lepenrcka ¢ 00pa30BaTEIBLHBIMU YIPEKACHUSIMH O TIOBBIICHUH KBATH()HUKAITN PAOOTHUKOB.

B 3arosoBkax ngen, coiepiKalux MEPEenucKy ¢ OJHOPOIHBIMH KOPPECIOHJACHTAMH, TOCIEIHUE HE
Ha3bIBAIOTCSA, & YKA3bIBACTCS MX BUJIOBOE HA3BaHUE:

«[lepenncka ¢ deneparbHBIMH OpraHaMH WCTIOJHUTEIHHOW BIIACTH O 3aKIIOYCHUU U HCIIOJHEHUHU
rOCY/IapCTBCHHBIX KOHTPAKTOBY.

B 3aronoBkax jgen, coaepxkamiux Mepenucky ¢ pasHOPOIHBIMU KOPPECTIOHEHTAMU, TIOCTIEIHIE HE
MEePEUHUCIIIOTCS:

«Ilepemnucka o 3aKIIFOUYEHUN U UCTIOTHEHUH TOCYaPCTBEHHBIX KOHTPAKTOBY.

B 3arosioBke nena ykaspIiBaeTCs KOHKPETHBIM KOPPECIIOHJIEHT, €CIIM MEPEMICKa BEACTCS TOJIBKO C
HUM:

«Ilepemnucka c [TAO «PocTenexom» 0 IpeI0CTaBICHNN YCIYT CBS3HY.

[Tpu 00o03HAYEHNWH B 3aroJIOBKaX JIEJI aIMUHUCTPATHBHO-TEPPUTOPHATBHBIX SIMHHI] YIUTHIBACTCS
cleymolee:

€CJIM COJIepKaHue Jiena KacaeTcs HECKOJIBKUX OJHOPOJHBIX aMHUHUCTPATHBHO-TEPPUTOPHATBHBIX
€MHUII, B 3ar0JIOBKE JieJia HE YKa3bIBAIOTCS X KOHKPETHBIC HA3BaHUs, @ YKa3bIBACTCS MX 00I1I€e BUIOBOE
Ha3BaHUE:

«Ilepemnncka ¢ yupexJIeHUAMH KyJbTypsl anMuHUCTpaund MOI'O «YxTa».

€ClIM  COJiep)KaHUe Jiesla  KacaeTcss OJHOM  aJAMHHHCTPAaTUBHO-TEPPUTOPUATBHONW  €IUHUIIBI
(HaceneHHOro MYyHKTA), €e (€ro) Ha3BaHWE yKa3bIBaeTCs B 3aroyioBke jaena: «llepenucka ¢ ¢umuaiom B
Pecryonnke Komu 0 mmaHUpOBaHUH U OTYETHOCTH.

B 3aronoBkax gen, coaepKaliux IUTAHOBYIO WM OTYETHYIO JOKYMEHTAIUIO, YKAa3bIBA€TCs MEPUOT
(Mecsitr, KBapTall, To/) Ha (3a) KOTOPBIN COCTABJICHBI IJIAHBI (OTYETHI):

«OTueThl CTPYKTYPHBIX ToApasaeneHuii 3a 2020 romy;

«CTaTUCTUYECKUNA OTYET O YHUCIEHHOCTH, COCTaBe W IBWXeHWU KaapoB 3a 2020 rox (¢. Ne 27-
TO)».

[Ipn GopmupoBanuu jaenaa U3 HECKOJIBKMX TOMOB (4YacTeil), KpoMme oOIIero 3arojoBka Jiena Mpu
HEOOXOJIMMOCTH COCTAaBJISIFOTCS 3arOJIOBKM KaXKIOTO ToMa (4acTH), YTOUHSIOLIUE COJepKaHHEe TOMOB
(dacreif) nena.

3aroyIoBKH JIeJ1 MOTYT YTOUHSTHCS B Ipoliecce GopMupoBaHus U 0OpMICHHUS JIEI.

8.15. I'pada 3 «KosmuecTBO gem» 3amoJIHACTCS 1O OKOHYAHMM KajeHmapHoro roma. [lo
JOCTHKEHHUH JIeJIOM, BKJIIOUAIOUIUM JOKYMEHThl BPEMEHHBIX (cBbimie 10 JIeT) U MOCTOSITHHOTO CPOKOB
XxpaHeHus, oObema B 250 NHMCTOB, TOM 3aKpbIBAaeTCS U OTKpbIBaeTcsi HOBbIE ToM. B rpade 3
HOMEHKJIATYphl JIe] TOCJIEN0BATEeIbHO YKAa3bIBAIOTCS HOMEpa TOMOB M KpallHHWE AaThl TOKYMEHTOB
Ka)KJI0TO TOMa:

T.1.11.01.2020 -
30.06.2020

DNeKTpOHHBIE Jefia Ha ToMa (4acTh) He pa3lensioTcs. Bee a1ekTpoHHbIe TOKYMEHTHI, He3aBHCHUMO
OT UX 00beMa, BKIIOYAIOTCS B OJTHO JIEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpok xpaneHust u Ne craThby 1O NMEPEUHIO» YKA3bIBAIOTCS CPOKU XpaHEHHUs JIeN U
HOMepa cTaTell MO THUIIOBOMY WM BEJOMCTBEHHOMY IE€PEYHIO JOKYMEHTOB C YyKa3aHHEM CpPOKOB
XpaHeHus, GpeepaTbHOMY 3aKOHY HIIM HHOMY HOPMAaTUBHOMY MTPaBOBOMY aKTy.

8.17. B rpade 5 «lIpumedanuey» MPOCTABIAIOTCS OTMETKH O 3aBeleHUU Aen («3aBeieHo»), O
nepexoanux aenax (Hampumep, «llepexonsmee ¢ 2019 roga»), o BblIEICHUH /1€ K YHUYTOXKEHHUIO, O
TUIaX, OTBETCTBEHHBIX 3a (OpPMHUpPOBAHUE Jel, O TIepeaade Jeil B JPYryl0 OpraHu3alfio JUis
MIPOJIOJIKESHHUS.



Ecmu neno ¢gopmupyercss B mHGOPMAIIMOHHON CHCTEME M BKIIIOYAET SJIEKTPOHHBIE JOKYMEHTHI, B
rpade «[Ipumedanuey» oTMedaeTcs, 4YTO JIEJI0 BEIETCS B DIIEKTPOHHOM BHJIE ¢ YKa3aHHEM HAaUMEHOBAHUS
MH(POPMAIIMOHHOHN CUCTEMBI:

«Qnexrponnbie JokyMeHThl. COJ] «Kanuenspus», b/l «CnyxeOHbIe 3aITUCKI.

8.18. Ilo 3aBepuieHUU JEIONPOU3BOJCTBEHHOIO roja B KOHIIE HOMEHKJIATYPhl JAEN B KaXJIOM
CTPYKTYPHOM TMOJApA3JeIeHUNu O(OpMIIETCS HTOroBas 3alluCh, B KOTOPYIO BHOCSITCS CBEICHHUS O
KOJIMYECTBE 3aBEICHHBIX JIe] (TOMOB, YacTei), OTACIBHO MOCTOSHHOTO U BPEMEHHBIX CPOKOB XPaHEHHUS,
BPEMEHHBIX CPOKOB XpaHeHus: ¢ oTmeTkoil «OIIK» m mepexomsmux. MtoroBas 3amuch JOMOJIHSAETCS
JAHHBIMU O KOJIMYECTBE AIEKTPOHHBIX JI€] COOTBETCTBYIOIIUX CPOKOB XPaHEHHUSI.

B urtoroByro 3amuch CBOJHOW HOMEHKJIATYPHI JI€ CBEICHUSI BHOCSTCS Ha OCHOBAaHUM JIaHHBIX,
MepeAaHHBIX U3 CTPYKTYPHBIX MOIPA3ACIICHUM OpraHu3aliu.

Caenenusi, cojepralliyecs B UTOTOBOM 3allCH HOMEHKIJIATYphl JIel OpraHU3aluy, [epelaloTcs B
apxXyB OpraHM3allM, O YeM B HOMEHKJIAType JIeJd MPOCTaBISETCS OTMETKA C yKa3aHHUEM JIOJDKHOCTU U
MOATMNCH JIMIIA, IEPEJABIIETO CBEICHUS.

8.19. Jlema co AHS WX 3aBElEHUA JI0 TIEPENayd B apXUB YUPEKJEHUS WIH JO BBIJICICHHUS UX K
YHUYTOKEHHIO TI0 HICTEUCHUU CPOKA XPAHEHUS XPAHITCS M0 MECTY UX (POPMHUPOBAHUS.

Jleno cunTaeTcs 3aB€JCHHBIM C MOMEHTA BKJIFOUEHHUS B HETO EPBOI0 UCIOJHEHHOTO JOKYMEHTA.

8.20. [Ipu dpopmupoBanuu e Ha OyMa)kHOM HOCHTEJNE JOJKHBI COONIIONATRCS CIeAyIoIIHe O0mIue
MpaBuiIa:

a) B JIeJO MOMEIAI0TCA HCIIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOLIUE IO CBOEMY COJEPKAHUIO
3aroJIOBKY JieJia 10 HOMEHKJIAType JIe;

0) MPUIIOKEHUSI TIOMEIIAIOTCSI BMECTE C OCHOBHBIMHU JJOKYyMEHTAMH;

B) B JIEJIO BKJIIOYAIOTCS JTOKYMEHTHI OJHOTO KaJIeHIapHOTO Irojia, 32 UCKIIOYEHHEM MepexosIInx
ACI;

I') TOKYMEHTHI IOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHUsI TPYIIUPYIOTCS B Jeia pa3ieiabHo;

1) B JIeJI0 BKIIIOYAETCS 110 OJHOMY 3K3EMIUISIPY Ka)JI0T0 JOKYMEHTa;

1) (hakcorpamMmsl, TeJerpaMMbl, TeaedOHOTpaMMbI TTOMEMIAIOTCS B JIeNia ¢ MEPENUCKOM Ha 00X
OCHOBAaHUSIX;

€) B JIeJI0 IOMEMIAIOTCS JOKYMEHTHI MPAaBUIILHO U MOJIHOCTHIO 0(OPMIICHHBIE (JIOKYMEHTHI T0KHbI
UMETh JaTy, MOANKCH U APyrue HeoOX0AUMbIEe PEKBU3UTHI);

) B JIeJI0 HE BKJIIOYAIOTCS JOKYMEHTBI, IOAJIeKAallie BO3BPATY, JIUIITHIE SK3EMIUIAPbl U YEPHOBUKHU
(3a UCKITFOYEHHEM 0CO00 IICHHBIX);

3) 0 00bEMY JIeJI0, BKIIIOYAIOIIEe JTOKYMEHThI Ha OyMa)KHOM HOCHTENE, HE JOJDKHO NMPEBBINIATH
250 nmucToB, TIpH TOJIIMHE He OoJiee 4 cM (ToJMIMHA JEJT CO CpoKaMu XpaHeHHus 1m0 10 jeT He JomKHa
npesbimiath 10 cm). [Ipu nmpeBbilieHHH 1aHHOTO 0ObeMa 3aBoAUTCS BTOpoi ToM. [Ipu Hammuuu B nene
HECKOJIbKUX TOMOB (YacTeil) MHAEKC U 3aroJIOBOK Jieja MPOCTaBIISIOTCS HA KaXXJI0M TOME C Jo0aBiIeHUEM
o6o3Hauenuii: «T. 1», «T. 2»,

JIOKyMeHTBl BHYTPU JIela pAacIoaraloTcs CHHU3Yy BBEPX B XPOHOJIOTHMYECKOH, BOIPOCHO-
JIOTUYECKOU MOCIIeIOBATEILHOCTH WIIM UX COYETAHUU.

PacniopsinuTenbHble JOKYMEHTBI TPYIIUPYIOTCS B JieNia MO BUAAM U XPOHOJIOTUU C OTHOCSIIIUMUCS
K HUM OpUTIOXKEHUSAMHU. JJOKYMEHTHI - OCHOBAaHHUSI K PACHOPSAIUTENIbHBIM JOKYMEHTaM BKIIOYAIOTCS B
OTJIeNbHOE JETO0.

[IpoTokoJIbI B J1ejie pacnojaraloTcs B XpOHOJIOTHYECKOM MOPSJIKE U TI0 HOMEpaMm.

JIOKyMEHTBI K 3acelaHUsIM (COBEIIAHUAM) TPYINIUPYIOTCS B OTAEIBHOE /IEJI0, KaK U MPUIIOKEHUS K
MPOTOKOJIaM, €CIIM OHH COJIepKaT Oosee 25 CTpaHHIL.

JIOKyMEeHTBI K MPOTOKOJAaM, €CIM OHU CTPYIIHPOBAHBI B OTACNbHBIC JIea, CUCTEMATH3UPYIOTCS
BHYTPH JI€JIa IO TOPSAJIKY HOMEPOB MPOTOKOJIOB.

JlokanbHble HOPMAaTHBHBIE aKThI, YTBEP)KJIEHHBIC PACHOPAIUTENBLHBIMU JTOKYMEHTAMHU, SBISIOTCS
MPUJIOKEHUSMU K HUM U TPYINITUPYIOTCS BMECTE C YKa3aHHBIMH JTOKYMEHTaMHU.



IIpukasel 110 OCHOBHOU AEATEIBHOCTU IPYIIIUPYIOTCS OTIAEIBHO OT IIPUKA30B I10 JINYHOMY COCTaBY
" IPUKAa30B 110 aIIMI/IHI/ICTpaTI/IBHO-XO3HﬁCTBCHHOI>i ,[[GSITCHBHOCTI/I3O.

[Tpukassl O TUYHOMY COCTaBy (POPMHUPYIOTCS B Je7ia B COOTBETCTBUU CO CPOKAMH XPaHEHUSI.

JIOKyMEHTBI B JJMYHBIX JIeJIaX pacrojaraloTcs 0 Mepe UX MOCTYIICHHUS.

[lepenmcka Tpynmupyercss B Jeia Mo TEMaTHKE W/WIH KOPPECIOHACHTaM U CUCTEMAaTH3UPYETCs B
XPOHOJIOTUYECKOH TIOCIIE0BATENBHOCTH: JOKYMEHT-OTBET IIOMEIIAeTCS 3a JOKYMEHTOM-TIPOCHOO
(3armpocom). IIpu BO30OHOBIIEHHH TIEPETIMCKU TI0 ONPEACIICHHOMY BOIIPOCY, HaYaBIIEHCS B MPEIbIIYIIEM
rOJy, TOKyMEHTHI BKJIFOUAIOTCS B JIEJIO TEKYILETO roJia C yKa3aHHeM MHJIEKCa Jiesia IPeAbIAYIIero roa.

DNEeKTPOHHBIE TOKYMEHTHI (DOPMUPYIOTCS B JIEKTPOHHBIE JI€JIa B COOTBETCTBUU C HOMEHKJIATYpPOil
TSIl YIPESKICHUS B TOH MHPOPMAITMOHHON CHCTEME, B KOTOPOU OHU OBUTH CO3J[aHbl WJIH B KOTOPYIO OBLITH
BKJTIOYCHBI.

8.21. Jlnst obecnieueHusI COXpaHHOCTH, y4eTa JOKYMEHTOB M JIeJI CTPYKTYPHOTO HOJpa3/eieHus U
YUPEXKJIEHUS AOCTYINa K HUM MPOBOJUTCSI KOMILJIEKC paboT:

a) CO3/IaHNE ONTUMAJIbHBIX YCIOBUI XpaHEHUs TOKYMEHTOB U JIE;

0) pa3MeleHue Jiem;

B) IIPOBEPKA HAJIIMYUS U COCTOSIHUS JOKYMEHTOB U JIET;

') COOMIOZICHUE TIOPSIKA BBIIAYH JIEII.

8.22. Jlema pasMemaroT B pabOuyuMx KOMHATaX WM CIEIHATIbHO OTBEICHHBIX ISl JTOW IIeNH
IIOMCIIICHUAX B HIKa(l)aX, Ha CTCJlIaxax, 4TO00BI 00ECTIEYNTEH UX COXpPaHHOCTH M 3alIUTy OT BO3)IGI>'ICTBPISI
BpEAHBIX (DaKTOPOB.

Jlena [uis uX ydera u OBICTPOTO TOUCKA JTOJDKHBI PACIIONIAraThCsl BEPTHKAIBHO, KOPEIIKAaMH HApYKy
U B COOTBETCTBHM C HOMEHKJIATypod nen. Ha kopemkax oOJOKEK JeNl yKa3bIBAIOTCS WHIEKCHI IO
HOMEHKJIaType /e, MPH HeoOXOAMMOCTH HOMEp TOMa Jiefia, nary nena. HoMeHkiaTypa /el Wi BBIHCKA
U3 Hee MOMEIAeTCsl Ha BHYTPEeHHEH cTopoHe mKada.

8.23. IlpoBepku HaIM4US U COCTOSHHS JOKYMEHTOB M JIe] B ICJIAX YCTAHOBJICHHUS (PAKTHUECKOTO
HaJIM4us JeJ JOKHBI POBOIUTHCS AETIONPOU3BOIUTENIEM MOIpa3eNICHUs B CIydasx:

a) rmepej nepenavyeil TOKyMEHTOB B apXUB OpraHU3allNY;

0) mpu IepeMeIIeHUH JIeT;

B) IIPU CMEHE PYKOBOJUTENSI CTPYKTYPHOTO MOIpa3AeieHus, AeTONPOU3BOAUTENS,;

T') IPH JIMKBUAALUHN YUPEKIACHUS U CTPYKTYPHOTO MOPAa3/ICICHHUS.

[IpoBepka HaJIWYUS MPOBOJUTCS MyTEM CBEPKU CTaTel HOMEHKIIATyphl €N C OMHMCAaHWEM Jied Ha
00J0KKe, a (PU3MUECKOE COCTOSHUE [IeJl OINpeAesseTcsl MyTeM HUX BU3YalbHOrO mpocMmoTpa. Bcee
0oOHapyKeHHbIE HEJIOCTATKH JOJDKHBI (PUKCHUPOBATHCS B aKTE MPOBEPKH HAJTUYUS U COCTOSTHUS JIEI.

8.24. B ciydae BBISIBJICHHUS OTCYTCTBUS J€J, YUCIALIUXCA MO HOMEHKIATYpe Jel, PyKOBOJCTBOM
MOJApa3JeIeHUi TMPUHUMAIOTCS Mepbl MO MX PO3bICKY. Eciu po3bick Aen He JaeT pe3ynbrara,
COCTaBIISIETCS CHpaBKa O TMPUYMHAX HX OTCYTCTBHUS, KOTOpas TMOAMMCHIBACTCS PYKOBOIUTEIEM
MOApa3ICNICHUs U IPEICTABIISIETCS EIONPOU3BOIUTEIIIO.

%0 B coorBercTBum ¢ IlepedHeM THIIOBBIX YNPABJIEHYECKUX APXUBHBIX JTOKYMEHTOB, OOPa3yHOIIMXCS B TIPOIECCE
JeATENFHOCTH TOCYAAaPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABIICHUS H OPTaHU3AlMil, ¢ YKa3aHUEM CPOKOB
XpaHEeHWs, YTBEP)KACHHBIM NPUKa30M MHUHHUCTEpCTBA KyIbTypsl Poccuiickoit deneparm ot 25 aBrycra 2010 1. Ne
558 «O6 yrBepkneHnu llepedHss THUMOBBIX YIPAaBIEHYECKHX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B IPOIEcce
JeSATENFHOCTH TOCYAAaPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CAMOYIIPABIICHUS H OPTaHU3AIMi, ¢ YKa3aHUEM CPOKOB
XpaHeHHsD» (3apeructpupoBaH B MuHuctepctBe roctunuu Poccumiickoit @eneparmu 8 centsiops 2010 r.,
peructpammonsbii Ne 18380); ¢ m3MeHeHWsIMH, BHECEHHBIMH NpmKa3oM MUHHCTEpCTBA KyabTyphl Poccuiickoii
Oenepamrm ot 16.02.2016 Ne 403 «O BHeceHmn w3MeHeHHH B llepedeHp THIOBBIX YIPaBICHUYECKHX apXUBHBIX
JOKYMEHTOB, 0OpasyloImMXcs B TPOIecce JeATeNbHOCTH TOCYJapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO
CaMOyIpaBlieHUss M OpraHM3alMii, C yKa3aHHEM CpPOKOB XpaHEHHsS, YTBEp)KICHHBIA NpPHKa30M MHUHHCTEpCTBA
KynbTypsl Poccuiickoit @enepammu ot 25 aBrycta 2010 r. Ne 558» (3aperucrpupoBaH B MUHHCTEPCTBE FOCTHUIIHH
Poccutickort @enepanmu 15 mapra 2016 1., peructpammoHubd Ne 41414), K aIMUHHCTPATHBHO-XO3SHCTBEHHOM
JeATENFHOCTH OTHOCSATCS BOIPOCH! MO COOJIOJCHUIO TPAaBHII BHYTPEHHETO PACIIOpsIKa, SKCIUTyaTallliH CITYKeOHBIX
3/IaHU, TPAHCIIOPTHOMY OOCITY’KHBAHHUIO, BHYTPEHHEH CBSI3U, 00ECIIEUCHIIO OE30MTaCHOCTH OpPTaHM3aIIHH.




dakt yrpaTel gAena (nen) QUKCUPYETCST B aKTe, COCTaBISEMOM JCIOTPOU3BOAMUTEIICM H
PYKOBOJUTENEM CTPYKTYPHOTO TojApa3jeneHus (YInoJIHOMOUYEHHBIM UM JIMLIOM) B TPEX 3K3eMIUIsApax: 1o
OJIHOMY 3K3EMIUIAPY aKTa XPAHUTCA Y JIEJIONPOU3BOAUTENS U CTPYKTYPHOM IOIPA3IACICHUH; IK3EMILISP
aKTa TMPEJCTABISACTCS B apXUMB YUPEXKJCHUS NpHU Iepenaye Jesl CTPYKTYpPHOIrO TMOJpa3/eieHus] Ha
apXMBHOE XpaHECHHE.

8.25. DkcrnepTusa LEHHOCTH JOKYMEHTOB IPOBOJUTCS HAa OCHOBE 3aKOHOJATENIBHBIX U HHBIX
HOPMAaTUBHBIX IPaBOBbIX akTOB Poccuiickoil ®dexepaiuy, yCTaHABIMBAIOIIKUX TPEOOBAHUS K CpOKaM
XpaHEeHUsI JJOKYMEHTOB, TUIIOBBIX U BEJIOMCTBEHHBIX IMEPEYHEH NOKYMEHTOB C yKa3aHHEM CPOKOB HX
XpaHEHUS:

a) TIPU COCTaBJICHUU HOMEHKJIATYPHI JIET;

0) IIpy MOATOTOBKE JIEJ K Iepe/iade B apXUB OPraHU3AIINH;

B) B apXUBE OpraHU3al1H.

8.26. Jlnsa opraHu3alMi W TPOBENEHUS pPabOThI MO OKCIEPTHU3E IEHHOCTH JIOKYMEHTOB B
YUPEXKICHUU TPUKA30M PYKOBOJUTEIISI CO3ACTCs dKCTepTHAsE komuccus (nanee - OK), B opranuzanusix,
MMEIOIINX MMOIBEIOMCTBEHHBIE OpraHu3aiuu, GUInalbl, - IeHTpajdbHas dKCIEpTHAsT KOMUCCUs (Jaee -
L19K)

3amaun, pyHkuum, npasa, opranuzanus padotsl DK (IL[DK) ompenensrorcss mosioxeHueMm o HeEW,
KOTOpO€ pa3pabaThIiBaeTCs HA OCHOBAHMH MPHUMEPHOTO IMOJIOKEHUSI, YTBEPKACHHOTO YIOJTHOMOYEHHBIM
deneparbHBIM OpPraHOM HCTIOTHUTETHHOM BIACTH B chepe apXUBHOTO JIeNa U JIeTOMPON3BOICTBA Y,

8.27. OcHoBHbIMU QyHKUIHAMH DK SBISIOTCS:

a) OpraHu3alus €XeroJHOro 0TOOpa AeJ /IS XpaHEHHUST U YHUUTOKCHUS;

0) paccMOTpeHHWE W COTJIACOBAaHHWE TMPOEKTa HOMEHKJIATYPHI e YUPEXKIACHHS, OIMUCEH e
MTOCTOSTHHOTO ¥ BpeMEHHBIX (CBbIIIE 10 JeT) CPOKOB XpaHEHHUs, B TOM YHCIIE 10 JUYHOMY COCTaBy, aKTOB
0 BBIJICTICHUU K YHUYTOXKEHUIO JIeTI, HE MO UISKAIUX XPAHCHHIO;

B) y4acTue B MOJTOTOBKE U PACCMOTPEHUH MPOEKTOB HOPMATUBHBIX U METOAMUYECKUX JOKYMEHTOB
0 BompocaM paboThI C TOKyMEHTaMU B OpraHu3aIiu.

8.28. DkcmepTuza ILEHHOCTH JOKYMEHTOB OCYHIECTBISICTCS €XKETrOJHO TMOJ METOAUYECKUM
PYKOBOJICTBOM JEIONPOU3BOAUTENIEM COBMECTHO ¢ DK yupexaeHusl.

8.29. Ilpu mpoBeAcHUN SKCHEPTU3bI IIEHHOCTH JOKYMEHTOB MpPH MOATOTOBKE NNl K Iepeaaye B
apXUB YUPEKIEHUS OCYIIECTBIIACTCS:

a) oTOOp TOKYMEHTOB IMOCTOSTHHOTO ¥ BpeMeHHBIX (cBbIme 10 JeT) CpoKOB XpaHEHUs ISl TIEpeiadn
B ApXMB OPraHU3ALNY;

0) oTOOp AOKYMEHTOB BpeMEHHBIX (710 10 JI€T BKIFOYHMTEIBHO) CPOKOB XPAHEHHS U C TIOMETKaMU
«lo mMuHOBaHUA HajmoOOHOCTUY», «Jl0 3aMeHbl HOBBIMUY, MOJUICKAIIMX AATbHEHIIEMY XpPaHEHHIO B
CTPYKTYPHBIX IIOJIPA3/ICICHUSAX;

B) BbIJIEJICHHE K YHUUTOKECHUIO JIEN 3a MPEeAbIAYIIHE TO/Ibl, CPOKH XpaHEHUSI KOTOPBIX UCTEKIIH.

OnOHOBpPEMEHHO IIPOBEPSAETCS KAuecTBO M IOJHOTA HOMEHKIATYPbl JI€  OpraHu3alyuu,
MIPAaBUIILHOCTh ONPEIEICHUSI CPOKOB XPaHEHUs JIE.

8.30. Jlena mocTossHHOTO U BpeMeHHBIX (cBbiiie 10 jeT) CpoKOB XpaHEHUs MOJUIeKAT MOJIUCTHOMY
MIPOCMOTPY VIS BBIJCNICHUS U3 UX COCTaBa JJOKYMEHTOB BpeMeHHbIX (10 10 j1eT) cpoKoB XpaHEeHHS.

Hena ¢ ormerkoit «OIIK» mnoaBepraroTcsi NOJMCTHOMY MPOCMOTPY B LEJISAX ONPEACICHUS U
BBIJICJICHUS U3 UX COCTaBa JIOKYMEHTOB, OAJIEXKAIINX TOCTOSTHHOMY XPaHEHUIO.

8.31. OT00p HPMEKTPOHHBIX TOKYMEHTOB JJISl NEpefauyd B apXUB YUPEKICHHUS OCYIIECTBISETCS B
aBTOMATU3UPOBAHHOM pPEXKHME MyTeM 0TOOpa TOKYMEHTOB M3 0a3 JaHHBIX HH()OPMALIMOHHBIX CHCTEM 10
npusHaky «Muaexc nena» («Cpok XpaHEHUS»),

8.32. Ilo pe3ynpraraM »SKCIEPTU3bl LEHHOCTH JIOKYMEHTOB B YUYPEKJEHUS MPOBOJAUTCS
odopMIIeHHE 1€ U COCTABIISIFOTCSI OMHMCH JAEN MOCTOSHHOTO XpaHEHHs, BpeMeHHBIX (cBbimie 10 ner)
CPOKOB XpaHEHHsI U MO JMYHOMY COCTaBYy, a TakKX€ aKThl O BBIJICJICHUU K YHUUTOXKEHHUIO JEJ, HE
MOJUISKALUX XPAHEHUIO.

31 Tpuka3 denepanbHOro apXuBHOro arentctsa ot 11.04.2018 Ne 43 «O6 yrBepskaeHud IIpuMepHOro monoxkeHus oo

9KCTIEPTHONH KOMHCCHH OpTraHU3aliu» (3aperncTpupoBaH B MuHHCTEepcTBe focTHnnu Poccuiickoit Dexepanun
15.06.2018, peructpammonnsrii Ne 51357).




Omnucu Jes1 NOCTOSIHHOTO XpaHEeHMsl, BpeMEHHbIX (cBbllie 10 j1eT) CpOKOB XpaHEHHUS U 1O JIMYHOMY
COCTaBy, a TaKXKe aKThl O BBIJCICHHM K YHUUYTOXXEHHUIO JeJ, He MOJJICKAIUX XPAHCHHIO,
paccmarpuBatoTcs Ha 3aceganun OK (UDK) yupexnenust onmnoBpemenno. CornacoBannsie DK (LIDK)
aKTBl ¥ OIHMCH YTBEPXKAAIOTCS PYKOBOIUTEIEM OPraHU3aIUH.

8.33. Jlena, obpa3oBaBiiviecss B ICSITEILHOCTH YIPEKICHHS U TIOJICKANTUE XPAHCHUIO, TTPOXOIAT
MoJIHOE WM YacTudHoe odopmiieHue. [lomHomMy odopmiteHuto moaiexar jaeina BpeMeHHbBIX (cBbie 10
JIET) CPOKOB XPAaHEHHUS M TOCTOSHHOTO XpaHeHwus. Jlema BpemeHHBIX (10 10 5€T) CpoOKOB XpaHEHHs
M0JUIekKAT YACTUIHOMY O(DOPMIICHHIO.

Odopmiienue e TPOBOJUTCA B CTPYKTYPHBIX —TOJpPA3JCNCHUSIX YUPEKACHUSIIIO MECTY
(dbopMupoBaHUs JOKYyMEHTOB B JIeTia.

8.34. TlomHOE oopmIIeHHE Aeia Ha OyMa)XHOM HOCHTEIIE BKITIOYACT:

oopMIICHHE PEKBU3UTOB OOJIOKKH Jelia 1o (hopme;

HyMEpAIHIO JIUCTOB B JETE;

COCTaBJICHUE JINCTA-3aBEPUTENS J€TIa;

COCTaBJICHHE B HEOOXOIUMBIX CIyJasx BHYTPEHHEH OTHCH JJOKyMEHTOB JIeTa;

MOJIIIIMBKY | TEPETUIET JeTa,;

BHECCHHE HEOOXOAMMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKKM Jena (YTOYHEHHWE Ha3BaHUS
OpraHu3aluy, HHIEKca Jiela, KpalHuX JaT Jiena, 3arojoBKa Jera).

JIucr-3aBepuTeNpb Jiena, BHYTPEHHSSI OTUCh JOKYMEHTOB Jejia M OOJIOKKA JIeNla COCTaBIISIFOTCS T10
dopmam, ycTaHOBIEHHBIM [IpaBunaMu XpaHeHHs >

8.35. lena BpemeHHBbIX (10 10 €T BKIIOUYUTEIBHO) CPOKOB XpaHEHUS, MOJJIeKAIe YACTUUHOMY
0OpPMIICHHIO, NIOMTyCKAETCSl XPAaHWUTh B TIANKaX, B KOTOPBIX Jejla XPaHWIHCHh B JEJIOMPOU3BOJICTBE,
nepecucTeMaTH3ays JOKYMEHTOB B Jiele He TPOBOJHUTCS, JIUCTHI Jiella HE HYMEPYIOTCS, JIHCTBI -
3aBepuUTeNM Jieia He cocTaBisitoTcs. Ha oOnoxke pgena B COOTBETCTBMM C HOMEHKIATYpOil Jien
YUPEXKJIEHUS 3aIOJIHAIOTCS PEKBU3UTHI: HAMMEHOBAHWE OpraHU3allii, HAaUMEHOBAHUE MOJpa3/IeICHHUS,
MHJIEKC JIeNa, 3aroJI0BOK Jelia, CPOK XPaHEHUS JOKYMEHTOB.

8.36. Ha obnoxxke nen BpemMeHHBIX (cBbime 10 J1IeT) CpOKOB XpaHEHHS W IO JTUYHOMY COCTaBY
YKa3bIBAIOTCA:

HAMMEHOBAHKE BBIIICCTOSIIECH YIPSKIACHUS (YUPEKICHUS- YUPEIUTEIS);

HaUMEHOBaHHUE YUPEKICHHsS - UCTOUHHUKA KOMIUIEKTOBAHUS TOCYAAPCTBEHHOTO (MYHULIUIIATBHOTO)
apxuBa;

HAaUMEHOBaHHUE CTPYKTYPHOTO HOJIpa3AeIeHHUS;

MHJICKC JieNa 110 HOMEHKIIAType Je;

HOMEp ToMa (4acTH);

3aroJI0BOK jeia (ToMa, 4acTH);

KpallHHE JIaThl Jiej1a (ToMa, 4YacTH),

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEeHUs Jena;

apXUBHBINA MU aena.

Ha oO0noxkax €1 MOCTOSHHOTO XpaHEHUs HaJ HauMEHOBAaHHEM YUYPEXKIACHUSIYKa3bIBACTCS
HAaUMEHOBaHHE TOCYIapPCTBEHHOTO (MYHUIIMNIAIBHOI0) apX1Ba, UCTOYHUKOM KOMILIEKTOBAHUS KOTOPOTO
BBICTYIIAeT OpPTraHU3aIIUs.

8.37. IIpu odopmiieHnH 00JIOKKH JeIa:

HAaMMEHOBAHHME BBIMIECTOSMICH YyupexaeHus (YUIpexacHHs- YUpEIAUTENs), IpPH €€ HATUYHH,
yKa3bIBaeTCsl TOJHOCTHIO B HMMEHHUTEIHHOM TMAajeKe, MOJ TOJHBIM HaWMEHOBaHHEM B CKOOKax
yKa3bIBaeTcs 0(pUIMaIbHOE IPUHSITOE COKPAIIEHHOE HAUMEHOBaHUE (IIPH €ro HaJIU4uuN);

HAaUMEHOBAHHE YUYPEKICHHs YKa3bIBa€TCs MOJHOCTHIO, B UMEHHUTEILHOM TMajeke, C yKazaHUEM
OopUIMAIEHO MPUHATOTO COKPAIIEHHOTO HAUMEHOBaHUSI (IIPH €r0 HAIMYHUH ), KOTOPOE

yKa3bIBaeTCs B CKOOKaX MOcie MOJTHOTO HAUMEHOBAHUS;
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HAaUMEHOBAHHWE CTPYKTYPHOTO TOJPA3CieHUs] YyKa3bIBACTCS TIOJHOCTBIO B COOTBETCTBUU C
YTBEPXKJACHHON CTPYKTYpPOU ydpekaeHus (IpH HaJIWMYWU COKPAIIEHHOTO HAWMEHOBAHHS CTPYKTYPHOTO
MOJIpa3/IeIeHUsI OHO YKa3bIBAETCS B CKOOKaX);

MHJIEKC JieJIa MPOCTABIISETCS B COOTBETCTBUY C HOMEHKJIATYPOM JIeNT OpraHu3alliHg;

3aroJIOBOK Jiefia MEePEHOCUTCS W3 HOMEHKJIATYpPHI TNl y4IpexkJaeHUs (B HEOOXOAMMBIX CIIydasx B
3aroJIOBOK BHOCATCS YTOUHEHHUS);

naThl fena (roja(bl) 3aBeICHUS U OKOHYaHUS JeJia B JIEJIOMPOU3BOJICTBE).

[Ipy w3MEHEHWM HAWMMCHOBAHUS VYUPCSKICHHUS WIM TOJPA3JICIICHUs B TCUCHUE TIEPUOJA,
OXBaTBHIBAEMOT'0 JJOKYMEHTAMH JIeJa, WK [IPH Mepeaye Jieia B Apyroe noapasaesieHiue Ha 00JI0KKe J1ena
MO/l TIPSKHUM HAaUMEHOBAHHMEM YKa3bIBAaCTCS HOBOC HAMMEHOBAHWE YUpexAcHHS (TOIpa3ieiicHus), a
pexHee HAMMEHOBAHHE 3aKITI0YAETCS B CKOOKH.

Wupekc nema W 3aroJioBOK JieNa MEPEeHOCSTCs Ha OOJOXKKY M3 HOMEHKIaTypsl nen. Ecim memo
COCTOUT U3 HECKOJIBKUX YacTel, Ha OOJIOKKY Ka)JIOTO TOMa (4acTH) BBIHOCUTCS OOITUI 3arojIOBOK Jiena
1 3aroJIOBOK Ka)kJIOM 4acTH (IIpU €ro HaJIU4YuM).

Jlaroit nmem, conepXamux pacnopsSIUTEIbHYIO JOKYMEHTAIMIO, a TaKKe JeJ, COCTOSAIINX W3
HECKOJIBKUX TOMOB (JacTeil), SIBJISFOTCSI KpallHUE JTaThl JOKYMEHTOB JeJia, TO €CTh MaThl (YUCII0, MECSIII,
T0JI) PErUCTpaIi (COCTaBJICHHS) CaMOTO PAaHHErO M CaMOro TO3JHEr0 JOKYMEHTOB, BKIIIOUCHHBIX B
neno. IIpu sTom neHp Mecsua (1Ba 3Haka) U roj (4eTbIpe 3HaKa) 00O3HAYalTCAd apabCKUMH IUbpaMu,
Ha3BaHWE MecsIa MUIMIETCS CIOBOM. Eciu B Je/i0 BKIIFOUEHBI JOKYMEHTBI, JaThl KOTOPBIX BBIXOJAT 3a
KpaifHWe IaThl Jena, TO TOJ JaTaMH Jejla, C HOBOW CTPOKH JenaeTcsl 3amuch: «B meme mmeroTcs
JTOKYMEHTHI 3a...ToJ (BI)». JlaThl Jeia MOTYT He yKa3bIBaThCS Ha OOJIOXKKE /e, COICPIKAIINX, HAPHMeED,
T'0JIOBBIC TUTAHBI M OTYETHI, TaK KaK OHU OTPAKAIOTCS B 3ar0JIOBKAaX JICIT.

Jlatamu nenma, COJZEpIKaImiero MPOTOKOJIBI 3aceaHui, SBISIOTCS JaThl TEPBOTO M TIOCIEIHETO
MPOTOKOJIA.

KpaitHumu gatamMu JMYHOTO Jieia SIBJISIFOTCS AaThl MOAMKMCAHUS MPHUKaza 0 mpueMe (Mpu HaIUYuu
TPYIOBOIO JIOTOBOpa - JlaTa 3aKIIOYEHHs] TPYIOBOTO JOroBOpa) U MpHKaza 00 YBOJIbHEHHMM JIUIA, HA
KOTOpO€ OHO 3aBefieHO. B ciyyae cmepTu nuia, Ha KOTOpOE 3aBEJCHO AEN0, KOHEYHON JaToi sBiseTcs
JaTa JOKyMEHTa, N3BEUIAIOIIero O €ro KOHYHHE.

PekBU3UT «CPOK XpaHEHHUs Jelia» MEePeHOCUTCS Ha OOJOXKKY Jiela U3 HOMEHKIATYphl AeN Mocie
CBEPKH €r0 CO CPOKOM XpaHEHUS, yKa3aHHbIM B IEPEYHE TUIOBBIX JOKYMEHTOB WM B BEIOMCTBEHHOM
MepeyHe JOKYMEHTOB, C YKa3aHHEM CPOKOB XpaHEHHUSI.

Ha nenax mocTossHHOTO XpaHeHus MumieTcs: «XpaHUuTh MOCTOSTHHOY.

8.38. Ilo okoHYaHWU roja B HAAMKCH Ha OOJOXKKAaX JeN MOCTOSIHHOTO W BpeMEHHBIX (cBhIme 10
JIET) CPOKOB XpaHEHHUS BHOCSTCS YTOUHEHHUsS: MpPH HECOOTBETCTBUU 3arojioBKa Jel Ha OOJOXKKe
COJIEP’KaHUIO MOAIIUTHIX TOKYMEHTOB B 3ar0JIOBOK JIeJIa BHOCSTCS U3MEHEHUS U JIOTIOTHEHUS.

HaumenoBanust yupexxJaeHUs U TMOJIpA3JEieHUs, TOJ U HOMEp Jiela MOTYT IMPOCTABIATHCA Ha
00JI0KKE € TIOMOIIIBIO IITaMIIa.

8.39. B nensix obecriedeHHs] COXPAaHHOCTH M 3aKpPEIUICHUS MOPSAIKa PACIONIOKEHHUS JOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO, BCE €ro JHCTHI, KPOME JIUCTa 3aBEPUTENSl U BHYTPEHHEH OINWCH, HYMEpYIOTCS
apabckuMu HH(ppaMu BaJOBON HyMepanuei. JIMcTel HymepyroTcs TpadUTOBBIM KapaHIAIIOM WU
HyMepaTopoM (yHnoTpebiieHue YepHUI U IBETHBIX KapaHJallel Al HyMepaluu JUCTOB HE JOMyCKaeTcs)
CBEpXy BHM3, LU(PHI MPOCTABISIOTCS B MPABOM BEPXHEM YIIIy JIMCTAa, HE 3ajieBasi TEKCTa JOKYMEHTA.
JIucThl BHYTPEHHEW OMTUCH HYMEPYIOTCSI OTIENBHO.

JIMCTHI Jien, COCTOSIIMX M3 HECKOJIBKUX TOMOB WM YacTel, HyMEpPYIOTCS MO KaXJA0My TOMY WU
4acTU OT/IEBHO.

JIoKkyMeHTBI ¢ COOCTBEHHOM HyMepaIieil TIMCTOB HyMEepYIOTCS B 00IIIEM MOPSIIKE.

Jluct nmroboro dopmaTa, MOIIMIUTEIN 32 OMH Kpald, HyMepyeTcs Kak OJHH JIUCT B IIPAaBOM BEPXHEM
yriay. ClHOKeHHBIN JIUCT pa3BOpaYMBAETCS U HYMEPYETCS B IPaBOM BepxHeM yriy. JIMCT, ClIOKEeHHBIN U
MOAIIUTBIN 32 CEpPEeIUHY, MOJUICKUT MEPEIINBKE U HyMEPYeTCs KaK OJIUH JIHCT.

Ecnu B n1eno moammT KOHBEPT C BIOKEHUEM, CHadalla HyMepyeTCss KOHBEPT, a 3aTeM OYepeIHbIM
MOPSIIKOBEIM HOMEPOM Kax10€ BIOKEHHE B KOHBEPTE.



Ecnu B Hymepauuu nuctoB gomnymieHo 6osee 10 ommbok, Bce aeno Hymepyercs 3aHoBo. [lpu atom
CTapble HOMEpPA 3a4E€PKUBAIOTCSA, U PAJOM CTAaBUTCSI HOBBIM HOMED JIUCTA.

[Tpu HanMYUM OTAETHHBIX OMIMOOK B HyMEPALMH JHCTOB AOMYCKAeTCcs yNoTpeOiIeHne IUTepPHbIX (C
OYKBEHHBIMU JIOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.

8.40. Ilocne 3aBepiieHUss HyMEpalUM JIMCTOB COCTABISETCS JIMCT-3aBEPUTEIb JIea, KOTOPBIH
pacrionaraercsi B KOHIIE Aena. B mucre-3aBepurene mudpaMu M MPOMUCHIO YKA3bIBAIOTCA KOJIHYECTBO
JIUCTOB B JJAHHOM JIeJie, 0COOEHHOCTH OT/IEIbHBIX TIOKYMEHTOB (HESICHBIN TEKCT, Pa3pbIBbl, CKICHKN).

Jluct-3aBepurensb Jena MOANUCHIBAETCS €r0 COCTAaBUTENIEM C YKa3aHUEM JIOJDKHOCTH, MHULIMAJIOB U
(dbamuAn, 1aThl COCTaBJICHHMSL.

KonuuectBo 71MCTOB B J€je, yKa3aHHOE B JIMCTE-3aBEpUTENIE JEJa, MPOCTABISETCS Ha OOJIOXKKE
nena.

Ecnu neno meperuiereHo UM MOJMIMTO O€3 JUCTAa-3aBEPUTENs, TO COCTABIIEHHBIN JHMCT-3aBEPUTEIND
MOJIKJIENBAETCS K BHYTPEHHEHN CTOpOHE 3aHel 00I0KKH Jerna.

8.41. /Ins ydyera TOKyMEHTOB OIPEIEICHHBIX KaTeropuil MOCTOSHHOTO M BpeMeHHOTro (cBbime 10
JIET) CPOKOB XpAHEHHs, Y4ET KOTOPHIX BBI3BAH CIEIU(PHUKONW TOKYMEHTAllWW, BKIIIOYEHHOW B JEJIO,
COCTaBJISI€TCS] BHYTPEHHSISI ONKCh JOKYMEHTOB JIeJla, IOMel[aeMasi B €ro Hayajo.

BHyTpeHHsi omuch BKIIOYAeTCs B Jejla, MMEMIKe ocoOyl 3HaYMMOCTh, a TaKXke B Jielna,
cOpMHUpPOBAHHBIE TI0 BHJAM JOKYMEHTOB, 3aroJOBKM KOTOPHIX HE pACKPHIBAIOT KOHKPETHOTO
COJIep’KaHus TOKYMEHTOB.

BHyTpeHHs onmuch TOKYMEHTOB JeJla COCTAaBIISIETCS TakKe Ha OObEMHBIE Jefla MOCTOSHHOTO U
BpeMEHHBIX (cBbIme 10 JIeT) CPOKOB XpaHEHUs B IENAX ydeTa M ObICTPOrO HaXOXKICHUS JOKYMEHTOB B
nerne.

B koHIIe BHYTpEHHEH OMHCH yKa3bIBaeTCs MU(paMu U MPOMHUCHI0 KOJMYECTBO BKIIFOUCHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEH OIHCH.

BHyTpeHHss onmuch TOKYMEHTOB Jiea MOJIUCHIBAETCS COCTABUTENIEM C yKa3aHHUEM JOJIKHOCTH,
MHUIMAIOB U (GaMUINU, AAThl COCTaBJICHHUSL.

Ecnu geno mepernieTeHo ¥ moAMMUTO 0€3 BHYTPEHHEHW OMKCHU, TO COCTAaBICHHAsl BHYTPEHHSS OIMUCH
MOJKJIENBAETCS K BHYTPEHHEH CTOpPOHE JINLIEBOI 00JI0KKY Jiena.

8.42. JIokyMeHTBhI TIOCTOSTHHOTO, BPeMEHHBIX (CBbIIe 10 JE€T) CPOKOB XpaHEHUS U MO JTUIHOMY
COCTaBY, COCTABJISIIOIIME JIEJI0, TOMEIIAIOTCA B TBEPJIbIe OOJI0KKH U3 KapTOHA, MOANINBAIOTCS B YETHIPE
MIPOKOJIa UITU TIEPEIUIETAI0TCS C YYETOM BO3MOKHOCTH CBOOOIHOTO YTEHUS TEKCTa BCEX JOKYMEHTOB, JarT,
BH3 M PE30JIIOIMI Ha HUX. Pe3osonnn pykoBOICTBA, COCTABICHHBIE HA OT/IEIbHBIX JIUCTAX, TOMEIIAIOTCS
nepen JT0KyMeHTOM. [Ipu moAroTtoBke Aen K MOMIIMBKE (MEpeIuieTy) MpOoBepsieTCsl MPaBUIBHOCTh HX
dbopmupoBanusi, o¢OpMIEHUSA, BCE IUIACTUKOBBIE U  METAJUIMYECKHWE KPEIUIeHUs, a Takke
TEPMOIIEPEIIETHI U3 IOKYMEHTOB YAAJSIOTCA.

Jlena MOCTOSIHHOTO XpaHEHUs, COCTOSIIME U3 0CO00 IEHHBIX WM HePOpMATHBIX JTOKYMEHTOB,
MOTYT IPUHUMATHCS Ha XpaHEHUE B 3aKPBITHIX TBEPABIX MAaIKaX C TpeMs KjarnaHaMH U ¢ 3aBsI3KaMU WIH B
KOpoOKax.

8.43. TloaroroBka ANIEKTPOHHBIX JTOKYMEHTOB K MEpeaadye B apXUB YUPEKIACHHUSIOCYILECTBISAETCS
CTPYKTYpPHBIM TOJpa3/IeiICHUEM YUYPEXKACHUSA- BIIAJEIbLIEM COOTBETCTBYIOIIEH HH(DOPMAIMOHHON
CHUCTEMBbl COBMECTHO C TOJpa3ieleHrueM (CHelHaTucToM), OOecreurnBaomuM (YHKIIMOHUPOBAHUE
MH(OPMALIMOHHON CUCTEMBI.

8.44. IIpu noAroTOBKE AMEKTPOHHBIX JOKYMEHTOB, OTOOpAaHHBIX K IIepe/jaue B apXUB OpraHU3aIuH,
BBITIOJTHSAIOTCSA CJEIYIOIINE OCHOBHBIE MPOLIETYPhl PaOOTHI C JOKYMEHTAMU:

KOHBEPTAIHsl AJIEKTPOHHOTO JJOKYMEHTa B (JOpPMAT apXUBHOTO JIOKYMEHTa™,

¢dopmupoBaHue B HH(MOPMAIIMOHHON CHUCTEME YUYpPEXKIEHHUsS SJIEKTPOHHBIX JIeNl, SBIISIOLIUXCS
COBOKYITHOCTBIO KOHTEHHEPOB 3JEKTPOHHBIX JOKYMEHTOB MJIM KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTa,
BKJIIOYAIOIIEM: KOHTEHT M METaJlaHHble JIEKTPOHHOI'O JOKYMEHTa, (hailyibl >JIEKTPOHHBIX HOJIHCEH U
BU3YaJIU3UPOBAHHYIO KOMMIO TEKCTOBOTO NIEKTPOHHOTO JI0KyMeHTa B popmate PDF/A%?;

(bopMuUpOBaHHE OMUCH IEKTPOHHBIX JIEJT, JOKYMEHTOB CTPYKTYPHOTO MOIpa3/IeIeHuUs;
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MUTpAIMsl EKTPOHHBIX JOKYMEHTOB Ha (u3nuecku 000COOJIEHHBIE MaTepHualbHbIe HOCHTEIH,
€CIT JIOKYMEHTBHI TEpeNaloTcs B apXHB YYPSKICHHS HE MO HH()OPMAIMOHHO-KOMMYHHUKALMOHHBIM
KaHajam;

IIPOBEpPKA BOCIPOU3BOAMMOCTH 3JIEKTPOHHBIX JTIOKYyMEHTOB;

IIPOBEPKA NIEKTPOHHBIX JOKYMEHTOB Ha HAJIMYME BPEAOHOCHBIX KOMIIBIOTEPHBIX IPOTPaMM;

MOATBEP)K/ICHUE LIEJOCTHOCTH JJIEKTPOHHOIO [ieJla 3JIEKTPOHHOM MOANMCHIO PYKOBOAMUTEIS
CTPYKTYPHOTO TOJpa3/AeiaeHus] (MHOTO YIOJHOMOYEHHOIO JIMILA), OCYHIECTBIISIOIIErO IOATOTOBKY
AJIEKTPOHHBIX IOKYMEHTOB K [I€pe/laue B ApXUB OpraHU3alHu.

8.45. DnexTpoHHBIE JOKYMEHTBl IE€pPENaloTCi B apXUB YUYPEXKICHHS 1O HH(POPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHOW CETH WM Ha (QHU3MYECKH OO0OCOOJIEHHBIX HOCHUTENISIX B COOTBETCTBHH C
YCTAHOBIEHHBIMH  TIPaBUIAMH°2, ©e3  COXpAaHEHMS JAHHBIX  JJEKTPOHHBIX  JOKYMEHTOB B
COOTBETCTBYIOIINX MHPOPMAIIMOHHBIX CHCTEMAX.

8.46. Onucu Jien COCTAaBISIOTCA B CTPYKTYPHBIX MOJIPA3JICICHUSX YUPEKACHUS 10T METOJUIECKUM
PYKOBOJICTBOM JI€IONPOU3BOIUTEIS.

OnucH en coCcTaBIsAIOTCA OTAEIBHO Ha JIeNla TOCTOSIHHOTO XpaHEeHUs; Aejla BpeMeHHbIX (cBblmie 10
JIET) CPOKOB XpaHEHHUs; Jejia 10 JIMYHOMY COCTaBY, 3JIEKTPOHHBIE JeNla, a TAK)KE Ha JIeNla, COCTOSIIIE U3
JOKYMEHTOB, XapaKTEepHbIX JJIs JAHHOU ydpexaeHUs (CylneOHble, CIEeICTBEHHBIE Jea, HAyYHbIE OTYETHI
1o TeMam).

OnucH Aen CTpyKTYpHBIX MOpa3/iesieHui COCTaBIAIOTCS 1Mo ¢hopMaM, ycTaHOBJIEHHBIM [IpaBunamu
XpaHeHHs .

[To omucsaM aen CTpYKTYPHBIX MOApa3ieieHU TOKYMEHTHI epealoTcs B apXUB OpraHu3aliu.

Ha nena BpeMeHHBIX CpokOB XpaHeHUs (10 10 JeT BKIIOYMTENbHO) OMUCH HE COCTAaBJISIOTCS, U B
apXuB TaKue Jeja He MepelalTcs.

[Tpu nammuum B yupexaenus COJ] omucu gen GopMHUPYIOTCS B CUCTEME.

8.47. Onucu nen CTPYKTYPHBIX MOJIPa3ICICHUI MPEJICTABIISIIOTCS B apXUB YUPEKICHUS HE paHee,
YEeM 4epe3 OJIMH T'OJl, U HE MO3/HEE, YEM Yepe3 TPH T'oJia NOCIIe 3aBEPIICHHUS I B I€TOIPOU3BOICTBE.

8.48. OTnenpHas OMUCH MPEJCTABIIsACT COOOH MepedeHb ONMUCATEIbHBIX CTATEH C CAMOCTOSTEIHPHOU
MOPSAAKOBOM HyMepalnueH, Kaxkas u3 KOTOPBIX JOJKHA BKIIIOYATh CIEAYIOIINE CBEICHHUS:

MOPSAAKOBBII HOMEp JeJIa 110 ONKCH;

MHJIEKC JIENa;

3aroJ0BOK JIeNa;

KpaliHHM€ J1aThl J1eNa;

KOJIMYECTBO JINCTOB B JIEJIE;

CPOK XpaHEHUs JIena;

[IpUMEYaHUsI.

8.49. Ilpu cocraBieHUM OIMHUCU JENl CTPYKTYPHOIO MOAPA3JCNICHUs COOIOJAIOTCS CIEIyIOIINe
TpeOOBaHUS:

3aroJIOBKU JEJI BHOCATCS B ONUCh B COOTBETCTBUU C NPHUHATOW CXEMOM CHCTEMAaTH3aluu e,
3aKpEIUICHHOM B HOMEHKIIATYpE JIe;

Ka)KJI0€ JIEJI0 BHOCUTCS B OMKCH 0T CAMOCTOSITENIbHBIM MOPSAKOBBIM HOMEPOM (€CIH JIEI0 COCTOUT
13 HECKOJIBKMX TOMOB WJIH YaCTEW, TO KaXJblii TOM WJIM YaCTh BHOCSITCS B ONKCh 0] CAMOCTOSITEIIbHBIM
HOMEPOM); TIOPSIIOK HyMEpaluu JIe]I B OIHCH - BaJIOBBIN;

rpadbl OMKMCH 3aMOTHSIIOTCS B COOTBETCTBUH C TEMH CBEIACHHUSIMU, KOTOPHIE BEIHECEHBI Ha O0I0XKKY
Jiena;

onucH «[Ipumeyanus» UCMONB3YeTCs UIE OTMETOK O IpUeMe Jiell, 0COOEHHOCTAX UX (PU3NYECKOTO
COCTOSIHUS, O Iepejade JeJl IPYTMM CTPYKTYPHBIM IOJAPA3JEIIEHUEM CO CCBUIKOM Ha aKT, O HaJIWYUHU
KOTIUH.

8.50. Ilepen BHeceHHMEM 3aroJIOBKOB JEJI B OIUCh IMPOBEPSIOTCA KadecTBO (HOPMUPOBAHHUS U
odopMIIeHHs 1€, COOTBETCTBHUE KOJMYECTBA JIEJI, BHOCUMBIX B OIUCH, KOJMUYECTBY 3aBEIEHHBIX JIeN O
HOMEHKJIAType A€l OpraHu3aluu.
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B koHue ommcu Bceien 3a MOCIHEAHEW ONMMCATENIBHOM CTAThEM 3alOJIHAETCS HMTOroBas 3alucCh, B
KOTOPOH yKasbIBalOTCs (uudpaMu U MPOMKHCHIO) KOJUYECTBO JEN, YHCISAIIUXCSA [0 OMHUCH, MEPBBIA H
MOCIIEIHUN HOMEpa JieNl 1O OINMKCH, a TaKKe OrOBapHBAIOTCS OCOOCHHOCTHM HyMEpAaluu el B OMUCH
(JinTepHBIE HOMEpPA U IIPONYIIIEHHBIE HOMEPA).

8.51. Tlopsinok mpuCBOEHUSI HOMEPOB ONUCAM JIEN CTPYKTYPHBIX MOJPa3/IeIeHUN yCTaHABINBAETCS
10 COTJIACOBAHUIO C apXMBOM OpraHMU3aLH.

8.52. Ilpu cocTaBiieHUHN ONUCH 3JIEKTPOHHBIX JEJ B ONKUCH BKIIFOYAIOTCS:

MOPSIIKOBBIM HOMEP IEKTPOHHOTIO JIeJIa 10 OMMCH;

MHJIEKC 3JIEKTPOHHOTO JIENIa;

3aroJIOBOK JI€JIa;

nata jena (Toma, 4acTH);

CPOK XpaHEHUs Jena;

00beM 3JIEKTPOHHOTO Jiena B MO;

MpUMEYaHUsI.

B cocraBe omucu snekrpoHHbIX nen B COJ] dopmupyercss peecTp 3JIEKTPOHHBIX JOKYMEHTOB
(KOHTEWHEPOB 3JEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAalOTCS CBEJIEHUS 00 3JIEKTPOHHBIX
JOKYMEHTaX, BKIIFOUEHHBIX B KaX10€ AJIEKTPOHHOE JIEO.

8.53. Onucu nen CTpyKTYpHOTO IMOApa3/iesieHus MOAMNUCHIBAIOTCS PYKOBOIUTENIEM MOApa3/IeIeHHUS,
coriacoBbiBatoTcsi DK cTpykTypHOTO noapazienenus (npyu ee Hanuuuu) u Ciyx00i 1e710Ipor3BO/ICTBA.
Peectp sneKTpOHHBIX NTOKYMEHTOB, SIBJSIOIIMICS MPUIOKEHUEM K OIMHUCH AJIEKTPOHHBIX JTOKYMEHTOB,
MOATMMUCKHIBAETCSI COCTaBUTENIEM peecTpa C YKa3aHWeM JOJDKHOCTH, WHULUANOB, (aMUINH, AaThl
COCTaBJICHUSI.

8.54. Onucu nen CTPYKTYPHOTO MOJpa3/IeCHUs] YUPEKIECHHUST COCTABIISIIOTCS B ABYX JK3EMIUISpax
Ha OyMa)XHOM HOCHTEJNe, OJIMH M3 KOTOpPBbIX MepeAaeTcs BMECTe C JeJdaMH B apXWB OpraHu3alluu, a
BTOPOM OCTaeTcsi B KauyeCcTBE KOHTPOJIBHOTO S3K3EMIUIApa B CTPYKTYpHOM Hojpas3ieieHHuH. B apxuB
YUPEXKJIEHUS TakKe MepenaeTcsl Mo SK3eMIUIAPY OMHUCEH /el B AJIEKTPOHHOM BHUIE B PEIaKTUPYEMOM
dbopmare A UCHOJIB30BAaHUS B JajbHEHIIeM A MOArOTOBKM apXUBHBIX OMUCEH JeJ, TOKYMEHTOB
(TOIOBBIX pa3/eioB).

8.55. Jlena mepenaroTcs Ha XpaHEHHUE B apXUB YUPEXKACHHUS B COOTBETCTBUU C TpadUKOM Iepeaadn
JOKYMEHTOB, YTBEP)KJIEHHBIM PYKOBOIMUTENEM YUPEKICHUS WM UHBIM YIOJHOMOYEHHBIM UM JIUIOM H
COTJIACOBAHHBIM C PYKOBOAMTEISIMU CTPYKTYPHBIX MMOAPA3ICICHUN.

8.56. Jlena mocTosIHHOTO ¥ BpeMeHHBIX (cBbimie 10 J1eT) CpoKOB XpaHEHHUsI, TOKYMEHTBI 110 TUIYHOMY
COCTaBY, DJIEKTPOHHBIC IOKYMEHTHI MEPENalOTCs B apXHUB YUPEKJCHUS HE paHee, YeM yepe3 Iojl, U He
MO3/HEe, YeM uepe3 TPH rojia Moclie 3aBepIICHUs UX B JIEIIOMPOU3BO/ICTBE.

8.57. llepenmaua nen B apXuB YUYPEKICHHUS TPOU3BOAUTCA IO ONUCAM JeNl CTPYKTYPHBIX
MO JIpa3ieJICHU M.

8.58. YmonmHOMOYeHHBIH pabOTHHUK apxXWBa TMPOBEPSAET MPABUIBHOCTh OGMOPMIICHHS W
dbopMupoBaHHs JeNl, MPaBUIBHOCTh COCTABIIEHUS OIKUCEH Jiell, COOTBETCTBHE KOJIMYECTBA Jied,
BKJIFOUEHHBIX B OMKCH, KOJIMYECTBY A€, CPOPMUPOBAHHBIX B COOTBETCTBUHM C HOMEHKJIATYPOIl JIe.

BrisiBneHHble Tpu MpPOBEpKE HEIOCTAaTKH B (POPMHpPOBAHUM U OGOPMIICHHM Jell PaOOTHUKH
CTPYKTYPHOTO TOJpa3/ieieHus 00s13aHbl YCTPAHUTH B IBYXHEIEIBbHBIN CPOK.

8.59. [Ilpuem Kaxaoro Jena B apxXuB YYPEKACHUS MPOU3BOJUTCS B  MPUCYTCTBUHU
JeOTPOU3BOAUTENSL CTPYKTYpPHOTO mojapasaenenus. [lpu 3ToM Ha 000UX SK3EMIUIIpax OMHCH MPOTUB
Ka)KJIOTO JieNia, BKJIIOYEHHOTO B Hee, JeNlaeTcsi OTMETKa O HAJM4MHU Jiefla. B KOHIle KaXX0ro 3K3eMIusIpa
OTHCH B MTOTOBOH 3amucH yKa3blBaeTcs IUGpamMu U MPOMHUCHIO KOJIMYECTBO (PAKTHUECKHU MPUHATHIX B
apXuB JIeJ, B TOM YHCJI€ JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOLIMX JI€], JaTa Mpuema- nepenadyu Jei, a
TaKXe MOJIIMKCH JIIA, OTBETCTBEHHOT'O 32 apXUB, U JIUIIA, IIEPEIABIIErO Jiea.

WUroroBas 3amuch MOATBEpKAACTCS MOANUCSIMU  COTPYJAHHMKAa apXuBa M  COTPYAHHKA
(menompou3BOAUTENS) CTPYKTYPHOTO TMOApA3JENeHUs, MEepeNaBIIero Jena Ha OyMa)kHOM HOCUTENe U
ANIEKTPOHHBIE JIENA.

8.60. Ilepemaua SMEKTPOHHBIX AOKYMEHTOB B apXWB YUPEKICHHS MPOU3BOJIUTCS Ha OCHOBAHHUU
OTIMCEH DIEKTPOHHBIX AEN MO MH(YOPMAIMOHHO-TEIEKOMMYHHUKAITMOHHON CeTH (MPU HAIUYUH B apXHUBE



YUPEKICHHUS HHPOPMAITMOHHON CUCTEMBI) WK Ha (pU3ndecku 000COOICHHBIX MaTePHATbHBIX HOCHTEISX,
KOTOPBIE MPEICTABISIOTCS B IBYX HICHTUYHBIX SK3EMILIIPaX.

8.61. B cnywyae nMKBMIAUUU YUPEKIACHHUS WIM CTPYKTYPHOIO IOJPA3JEiCHUs YUPEKICHUSA
JEIOTIPOU3BOAUTENH TOIPa3ICIICHUs B IEPUO/] TPOBEICHUS JINKBUAAIMOHHBIX MEPOTIPUATHH (HOpMHUPYET
BCE UMEIOIMECS IOKYMEHTHI B Jiea, 0(OpMIIET Aeia U MepeaeT X B apXUB OpraHU3aI1H, HE3aBUCHMO
OT CpOKOB xpaHeHus. [lepenaua aen ocyiecTBIsSeTCs 0 OMUCAM JIEJI U HOMEHKJIAType JIe.

8.62. Ha nena ¢ MCTEKIIMMU CPOKaMU XpaHEHUS B CTPYKTYPHBIX MOJPA3ACICHUSIX YUPEKICHUSIC
OCTaBJISIIOTCS TIPEAJIOKEHUSI K aKTy O BBIJCICHUM K YHHYTOXKCHHIO JOKYMEHTOB, HE MOJUISKAIINX
XpaHeHuIo (1o (hopMe, YCTaHOBIEeHHOH [IpaBuiaMu XpaHeHus .

Ha ocHOBe mnpemioxkeHud CTPYKTYPHBIX TMOJAPA3ACICHUN JI€JIOTPOU3BOIUTENb  YUPEIKICHUS
COCTaBJISIET aKT O BBIJICJICHUU K YHHUUTOXEHHUIO IOKYMEHTOB, HE MOJUICKAIINX XPAaHEHUIO, Ha JeJia BCEH
YAPEKICHUS 110 TOH ke Gopme. 3aroJIOBKU OJTHOPOIHBIX JIeJ, OTOOPAaHHBIX K YHUYTOKCHHUIO, BHOCSTCS B
aKT 1o/ OOIINM 3aroJIOBKOM C YKa3aHHEM KOJIMYECTBA JeJ, OTHECEHHBIX K JAaHHOM Ipymie.

8.63. Jlena BKJIIOYAIOTCSI B aKT O BBIAEICHUM K YHMUTOXXEHHMIO JIOKYMEHTOB, HE MMOJIEKALIUX
XpaHEHWIO, €CJIH TPEAYCMOTPEHHBIA JUISI HUX CPOK XpPaHCHHS HCTeK K | sSHBapsS Toja, B KOTOPOM
cocraBieH akt. Hampumep, 3akoHueHHsle B 2019 roxy nema ¢ 3-1€THUM CPOKOM XpaHEHHS, MOTYT OBITh
BKJTIOYEHBI B aKT, KOTOPBIN OyzeT cocTaBiieH He paHee | stHBaps 2023 rona.

8.64. Jlema c¢ ormetkoit «IIK»%* moanexar nomucTHOMy TpPOCMOTPY B LENSIX BBIABJICHHUS
JOKYMEHTOB, TOJUICXKAIIAX ITOCTOSIHHOMY XpaHCHHWI0. BEISBICHHBIE B TaKUX Jellax JTOKYMEHTHI
MTOCTOSTHHOTO XPaHEHUS BBIICISIFOTCS W MPHCOSANHSIOTCS K OJHOPOJHBIM JieiaM WiH (OPMHUPYIOTCS B
CaMOCTOSITENIbHBIE JIeNa.

OcranbHble JOKYMEHTHI Jiena ¢ oTMeTKOM «ITK» BKiItouaroTcs B akT, npu 3ToM oTMeTka «IOIIK» B
aKTe He YKa3bIBaeTCH.

8.65. AKT O BBIICTICHHMM K YHHYTOXKEHUIO JOKYMEHTOB, HE TMOJJICKANUX XPaHEHHUIO,
MIpeJICTaBJIsIeTCsl Ha paccMOTpeHue u corjacoBanue DK OJHOBPEMEHHO C OMUCAMHU JIel1 MOCTOSHHOTO
XpaHEHUS U 10 JUYHOMY COCTaBY.

8.66. AKT O BBIJICJICHUH K YHHUYTOKEHUIO JOKYMEHTOB, HE TIOJICKAIINX XPAHCHUIO, YTBEPKAACTCS
pyKoBouTeNneM yupexaenus nociue yreepxaenust 1K apxuBHoro yupexaeHus, rocy1lapcTBEHHOTO WU
MYHHIIMIIAIBHOTO apXuWBa B COOTBETCTBUHM C NPEIOCTABICHHBIMU €My MOJHOMOYMSIMH ONHCEH Jaen
MOCTOSIHHOTO XpaHEHWsI M COTJIaCOBaHMSI OMHUCEHW Jien MO JIMYHOMY COCTaBy, IOCJE Yero Jena,
BBbIZICJIEHHBIE IO aKTYy K YHUYTOXEHHUIO, MOTYT ObITh YHUUTOXKEHBI.

8.67. Jlena, moanexariiue yHUYTOXXCHUIO, MEPEarOTCs Ha nepepaboTKy (yrwiusanuio). [lepenaya
nen ohopMIIsieTcsl MPUEMO-CAATOYHON HAKIaIHOM.

[Tocne yHMUTOXKEHHUS JIe]l B HOMEHKIIAType /el MPOCTAaBIISIIOTCS OTMETKH, 3aBepseMble MOIIICHI0
JIeIONIPOU3BOAUTENIS, U TATOM:

«YHnuTOKeHO0. CM. akT No oT . [lognuce, nHUIIMATBI, (HDaMUITHS.

8.68. DneKTpoHHBIE IOKYMEHTHl C HUCTEKIIMMH CPOKaMH XpaHEHUs TMOJJIeKAT BBIACICHUIO K
YHUUYTOKEHHUIO Ha OONIMX OCHOBAHUSX, TMOCIE Yero MPOBOAUTCS UX (PU3NYECKOE YHUUYTOXKEHUE WU
YHUUYTOKEHHUE MPOrPaMMHO-TEXHHMYECKUMHU CPEJICTBAMU C COOTBETCTBYIOUIEH OTMETKOH B akTe O
BBIJICTICHUH K YHUYTOKECHHIO JIEKTPOHHBIX JOKYMEHTOB.

DNEeKTPOHHBIE JOKYMEHTBl CUUTAIOTCS YHHUYTOXEHHBIMH, €CIIM MX HeJIb3d BOCCTaHOBUTHh
cpeacTBaMu MHGOPMAIIMOHHOM CUCTEMbI Ha HOCUTENISIX HH(POPMAIIUU U U3 PE3EPBHBIX KOIHUH.

8.69. AKTBI O BBIJCIICEHUU K YHUYTOXKEHHUIO JOKYMEHTOB, HE TOJUICKAIINX XPAHCHUIO, XPaHATCS
MIOCTOSIHHO B Jiene poHma.

% TIpunosxenue Ne 21 k TIpaBunam XpaHeHus.




IX. OPTAHU3ALIUA JOCTYIIA K JOKYMEHTAM U UX UCITIOJIb30OBAHUA

9.1. Boimaua gen, HaxoOIAIIMXCS HAa XPAaHEHHWM B apXUBE YUPEXKICHUS, CTPYKTYPHBIX
MOJIPA3/ICICHUSAX YUIPESKICHNUS, paOOTHUKAM JIPYTUX MOJpPA3AeNCHUH ISl O3HAKOMJICHUS W (WIH) Ui
BPEMEHHOI0 HCIOJb30BaHUS B PAadOTE€ MPOU3BOAUTCS IO 3ampocaM, IOJINUCAHHBIM PYKOBOJIUTEIEM
(3aMecTuTeNIeM PYKOBOAMUTEINSI) CTPYKTYPHOTO IMOAPA3ICICHUs, 3alPaIIUBAIONIEro Jei0 (JOKYMEHT) U C
pazpenienus pykooautesns CiayxObl A1eI0NpOU3BOACTBA UM CTPYKTYPHOTO MOAPA3JIENEHUs, JOKYMEHTBI
KOTOPOTO 3aIPalINBAIOTCS.

9.2. llena, TOKYMEHTHI BBIJIAIOTCSI BO BPEMEHHOE TT0JIb30BaHUE Pa0OTHUKAM YUPEXKICHUSHA CPOK HE
0oJiee 0JJTHOTO MecsLa.

l'ocynapctBeHHBIM OpraHaMm (CyaeOHBIM, MPABOOXPAHUTENIBHBIM, OpraHamM ToCyJapCTBEHHOTO
KOHTPOJISI M HaaA30pa) Jella U OTACNIbHBbIE JOKYMEHTHI BBIJIAIOTCS HAa OCHOBAHMHM HMX TMHUCHMEHHBIX
3aMpoCOB C pa3pelIeHHs] PYKOBOJIUTENS YUPEKICHUS WM UHOTO YIIOJTHOMOYEHHOTO UM JIUIA, [0 aKTaM
Ha CpOK He 0oJiee IeCTH MECSIEB.

[Tpu HE0OXO0AMMOCTH CPOK MCIOJIB30BAHUS JOKYMEHTOB MOXKET OBITH IMPOJIJICH.

9.3. B nucbMEHHOM 3anpoce padOTHUKOB YUpEeXAEeHUs O BblJade JOKYMEHTOB (J1€1) BO BpEMEHHOE
MOJIb30BAHME H3JIaratoTCsl MNPUYUHBL, IO KOTOPBIM 3allpallliBaeTcs Jeno (JIOKyMEHT) U Ielb
WCIIOJIb30BAaHUS IOKYMEHTOB, HAXOSIITUXCS HA ONIEPATUBHOM XpaHEHUH.

9.4. Ha BpITaHHOE JI€JI0 3aBOJAMTCS KapTa-3aMECTUTENb, [IOMEIaeMas Ha MECTO BBIIAHHOTO Jiena. B
Hel yKa3bpIBAIOTCS MHJEKC JeNia, JaTa €ro BblIayd, KOMY JEN0 BBIJIAHO, JaTa €ro BO3BpalICHMUS,
MPeAyCMaTPUBAIOTCS Tpadbl sl MOAMUCEN B MOTYYSHUHN U TIPHEME Jiea.

Ha Mecto wu3bSTOrO0 mNOJUIMHHHMKA JOKyMeHTa paboTHUK CiyxObl JeTONpOU3BOACTBA WU
JIeIONIPOU3BOUTENb M0Ipa3/IesieHUs] BKJIaIbIBAET B JIEJIO JIUCT-3aMECTUTENb C YKa3aHUEM, KOTJla, KOMY U
Ha KakoW CpOK BBIAAH JOKYMEHT W MOANMCSIMHU B TOJy4eHHH W mpueme nena. [Ipu 3tom B neno
MTOMEIIIaeTCs 3aBepEHHAsI KOMUS JOKYMEHTA.

[locne pemenus Bompoca, UIsl PacCMOTPEHUS KOTOpPOro jena (JOKYMEHThI) HU3bIMAlUCh I10
3ampocaM TOCYIAapCTBEHHBIX OPraHoB, MOJJIMHHUKUA JOKYMEHTOB JIOJDKHBI OBITh BO3BpAlllEHbl B
OpraHHU3aIUIo U MIOMEIIEHbI B JIEJIO.

9.5. DnexTpoHHBIE JOKYMEHTHI, HaXOJsIIMEcs Ha ONEpPaTHUBHOM XpaHEHUH B 0azax IJaHHBIX
MH(OPMALIMOHHBIX CHCTEM, BBIJAIOTCS AJISl UCIIOJIb30BAHUS B BUJE KOMHM 3JEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBUU € MMyHKTOM 2.51 [IpuMepHOIl HHCTPYKIIUH.

9.6. Ilopsmok gocTyma pabOTHUKOB YUPEKICHUS K JOKYMEHTaM, pasMmemaeMbiM B COJl uimu uHOM
MH(OPMALIMOHHONW CHCTEME, YCTaHAaBJIMBAETCS JIOKAJbHBIMH HOPMATUBHBIMH aKTaMU OpraHU3allUH,
OTPEICNAIOIMMU  MOPSAOK JKCIUTyaTalud HWHGOPMALIMOHHOW CHUCTEMBbl, M B COOTBETCTBUU C
MePCOHANTBHBIMH YUETHBIMHU 3anUCAMU paboTHUKOB B COJI nin nHOM MH(POPMAIIMOHHON CHUCTEME.

PaGoTHukaMm, He HMEIOUIMM MpaBa JOCTyNa K COOTBETCTBYIOIIEH HH(OPMAalMOHHOW cHUCTEME,
AIIEKTPOHHBIEC TOKYMEHTHI BBIIAIOTCSA B COOTBETCTBUM C IMyHKTamu 9.1 - 9.3 [IpumepHoil HHCTpYyKINH, Ha
¢usznuecku 000COOJIEHHOM HOCHTENE, BBICBUIAIOTCS IO JJIGKTPOHHOMY ajpecy paboOTHUKA,
3anpannBaroiero JOKyMEHT, U1K UHBIM 00pa3oM.

9.7. B Cnyx0e nenonpous3BOJCTBA, CTPYKTYPHOM MOJpa3/IeI€HUH, BbIAABIIEM JeN0 (JOKYMEHT)
BEJIETCSI yUeT BBIJIAHHBIX JIeN (JOKYMEHTOB) M KOHTPOJIb MX CBOEBPEMEHHOTO BO3BpaTa. DJIEKTPOHHBIC
nena (IOKyMEHTHI) BO3BpATy HE MOAJIEXKAT.

9.8. PabGoTHUKU yupexJieHUs 00s3aHbl 00ECIeUnBaTh COXPAHHOCTh MOJYYEHHBIX BO BPEMEHHOE
MOJIb30BaHKUE JOKYMEHTOB (J1e71) Ha OyMa)KHOM HOCHUTEIE M UCIOJIb30BaTh MOTY4EeHHYIO HHPOPMAIIHIO B
CIIY’)KEOHBIX IIENSAX B COOTBETCTBHM C TPEOOBAHHMSAMH JIOKAIBbHBIX HOPMATHUBHBIX aKTOB. 3ampeiaeTcs
nepenavya IMOJYYCHHBIX JIOKYMEHTOB WM UX KOMUKA pabOTHUKAM JpYyruxX TMOJpa3/IeleHuid HIu
Opra"u3arui.

9.9. W3bartue (BbleMKa) MJOKYMEHTOB, OOpa3oBaBIIMXCS B JEATEIBHOCTH OpraHU3AINH,
MIPOU3BOIUTCS B COOTBETCTBUU C 3aKOHOJATENLCTBOM Poccuiickoit @enepanuu.

36 Otmetka «ITIK» 03HA44aeCT, YTO 4aCTh JOKYMCHTOB MOXKET OBITh OTHECEHA K CPOKY XpAaHCHUSA KITOCTOAHHO».




9.10. U3bsTue (BbleMKa) JOKYMEHTOB IPOU3BOJUTCS HA OCHOBAHWUU MHMCBMEHHOIO PaCHOPSKEHUS
(mOCTaHOBJIEHUSI) COOTBETCTBYIOLIEIO OpPraHa BJIACTU C PA3PELIEHMsS] PYKOBOAUTENS YUPEXKACHUS WIH
MHOTO YIIOJIHOMOYEHHOT'O UM JIMIAa C U3BELIEHUEM PYKOBOAUTENS MOApa3eieHus, JOKYMEHTbI KOTOPOro
U3BIMAIOTCH.

9.11. ®akt u3bATUS (BBIEMKH) TOKYMEHTOB (DUKCHUPYETCS B MPOTOKOJE (aKTe) M3bATUS (BBIEMKH)
JOKYMEHTOB, KOTOpBI COCTaBJISIETCS HE MEHEe YeM B JBYX OJK3EMIUIIpaX U IOJIUCHIBAETCS
YIOJHOMOYEHHBIMU NPEACTABUTEISIMU YUPEXKIECHUS U COOTBETCTBYIOILIETO rocyiapcTBeHHOro oprana. K
IIPOTOKOJIY (aKTY) IIPHJIaraeTcst OMUCH (PEECTP) U3BITHIX JOKYMEHTOB (J1€1).

9.12. Tlpu u3pATUN NMOJATMHHUKOB JOKYMEHTOB B JIEJIO ITOMEIAETCS 3aBEPEHHAs KOIUS TIOKYMEHTa,
Ha 000pOTE KOTOPOHM YKa3bIBACTCS OCHOBAHUE M3BATHS IMOJUIMHHUKA, CPOK BO3BpAaTa, JaTra W IMOAIHUCH
pabOTHHKA, OTBETCTBEHHOTO 32 (HOPMHUPOBAHHE H/UITM XpaHEHHE JeTIa.

9.13. IloMHHKUK MTOKYMEHTA, U3BATHINM U3 JieJa Ha OCHOBE COOTBETCTBYIOIIETO PEILICHHUS, TOCIe
paccMOTpEHUS U PEIIeHUs] BOIIPOCA, BO3BPALIAETCA B JIENO0, IIPU ATOM KOIHS, IOMEIIEHHAs B JIEJI0 BMECTO
MOJAJIMHHUKA, U3bIMAETCS.

X. I3rOTOBJIEHHUE, YYET, HCITOJIb3OBAHUE U XPAHEHUE NEYATEMN, _
I TAMITIOB, BJIAHKOB TOKYMEHTOB, HOCUTEJIEU JJIEKTPOHHBIX TIOAIINCEHN

10.1. brmanku OpPraHu3alMOHHO-PACIOPAAUTEIBHBIX JIOKYMEHTOB pa3palaThIBarOTCs
JeITOTIPOU3BOANTENIeM. BHIbI OJJTaHKOB OpraHU3aIMOHHO-PACTIOPSTUTEIIBHBIX TJOKYMEHTOB, TPEOOBAHHMS K
uX OQOPMJICHHIO W WCIOJB30BAHUIO YCTAHABIMBAIOTCS WHAMBUIYAJIHLHOW WHCTPYKIMEH TIO
JIEIOTIPOU3BOICTBY OpraHU3AIIHH.

10.2. O6pa31pl 0JIaHKOB JOKYMEHTOB YTBEPKJIAIOTCS B COCTABE MHAMBUIAYATHHON MHCTPYKIIUU TIO
JIEIOTIPON3BOICTBY WJIM MPUKA30M PYKOBOJIUTENS B COCTaBE KOMIUIEKTA (ayibOoMa) OJ1aHKOB.

10.3. B yupexaeHuun ajisi MOATOTOBKH JOKYMEHTOB MOTYT HCIIOJIb30BaThCs OJaHKU JOKYMEHTOB,
M3TOTOBJICHHBIC TUIIOTPA(CKUM CITOCOOOM WM CpeACTBAMHU OTIEPATHBHOM MOIUTpadUu.

VYupexxneHue BIIpaBe MNpU TOArOTOBKE JOKYMEHTOB HCIIOJIb30BAaTh JJIEKTPOHHBIEC I11a0JIOHBI
OJlaHKOB. DJIEKTPOHHBIC IIAa0JIOHBI OJAHKOB JOJOKHBI COOTBETCTBOBATh oOOpasliaM OJIaHKOB,
YTBEPKICHHBIX PYKOBOJIUTENIEM OpraHU3aI|H.

10.4. bnanku OpraHM3alMOHHO-PACTIOPSAUTENBHBIX JTOKYMEHTOB, MPUMEHSIEMbIE B OpraHU3alvu,
HE MOTYT IMepelaBaThCs APYTUM OpraHU3alHsIM, TOJHKHOCTHBIM U (PU3MYECKUM JIULIAM.

10.5. [lenonpoun3BoauTe b OpraHU3alluu:

odopMIIsIeT 3aKa3bl Ha M3TOTOBJICHHE OJIAHKOB OPTaHU3AIlOHHO-PACHIOPSAIUTENBHBIX TOKYMEHTOB
TUNOTpadCKUM CIIOCOOOM WIIH CPEJICTBAMU ONepaTUBHON nosurpaduu;

OCYILIECTBIISICT XpaHEeHHe OJIAHKOB OPraHU3allMOHHO-PACTIOPSAUTEIbHBIX JOKYMEHTOB M BbIIAYy UX
B CTPYKTYpHBIE MOJpa3/IelICHHs] OpraHu3alnu;

OCYILIECTBIISIET KOHTPOJIb 32 MPAaBHJIBHOCTHIO HCIOJb30BAaHUS OJIAHKOB OPraHU3alMOHHO-
PaCIOpAUTENLHBIX JOKYMEHTOBS',

10.6. B yupexnenuun B cooTBeTcTBUM ¢ DenepanbHbIM KOHCTUTYIIMOHHBIM 3aKoHOM «O
T'ocynapctBenHoM repbe Poccuiickoit ®enepanun»®® 1 ycraBoM ydpeskaeHHs HCHOIb3YeTcs Medarh C
BocmpousBenenueM ['ocyaapctBenHoro repda Poccuiickoit @enepannu (ganee - meyatb OpraHu3alium).

B yupexxaeHuM Takke MOTYT HCIOJb30BaThCS IMeYaTH MOApa3JesieHui, redyatu AJisi MakeTOB U
OTJICTIbHBIX KaTETOpUil IOKYMEHTOB, a TaKKe METaJUIMYECKHWEe BBDKHMHBIC MEYaTd Ui ONevaThbIBaHUS
MOMEILIEHUN U YAOCTOBEPEHHUS CIEIHAIbHBIX TPOITYCKOB.

B yupexxneHun MOXKET UCHONB30BAaThCA INTAaMM (IITaMIbl) C (AKCUMUIBHON TMOMHCHIO
PYKOBOJIUTEINS U UHBIX JTIOJKHOCTHBIX JIUII.

S MupuBuayansHOM MHCTPYKIMEH MO JEIONPOU3BOACTBY YUPEKIEHUS MOXKET ObITh HPEJyCMOTPEHO BEJEHHUE ydeTa
OJIaHKOB JOKYMEHTOB.

38denepanbHblii KOHCTUTYLHMOHHBIH 3aKk0H 0T 25 aexabps 2000 r. Ne 2-®K3 «O TocynapctBennoM repde Poccuiickoit
Oenepamm» (Cobpanne 3akoHOmaTenbeTBa Poccmiickoit @eneparmmm. 2000, Ne 52, ct. 5021; 2002, Ne 28, cr. 2780;
2003, Ne 27, c1. 2696; 2009, Ne 46, ct. 5417; 2011, Ne 1, ct. 1; 2013, Ne 30, ct. 4022; 2014, Ne mm, ct. 1088; 2017, Ne
52, ct. 7916).




[TopsinoK HCMONB30BaHMS INTAMIIOB € (PAKCHUMWIBHON TOJMHMCHIO PYKOBOJAUTENS M HMHBIX
JIOIKHOCTHBIX JIUIT, BUIbI JOKYMEHTOB, HOAMUCHIBAEMBIX (haKCHMHIJIBHOMN TIOAMHICHI0 YCTAHABIMBACTCS
JIOKaJIbHBIM HOPMATUBHBIX aKTOM OpraHU3aL1HU.

10.7. Ileuars yupexnaeHuss ¢ BocrnpousBeneHueM [ocynapctBeHHoro repba Poccuiickoit
Ddenepanuu JT0DKHA COOTBETCTBOBATh TpeOoBanusaM, ycraHoBieHHBIM ['OCT P 51511-2001 «Ilewaru c
BocIpousBesneHueM l'ocynapctsenHoro repda Poccuiickoit @enepanuun. ®opma, pazMepsl U1 TEXHUUECKHE
TpeGoBanus»*,

10.8. Ileyatn u mTamobl YYpexKACHHUS H3rOTABIMBAIOTCS B KOJIMYECTBE, HEOOXOIUMOM s
OCYIIECTBIICHHSI TOAPA3ICTCHUSIMHA YUPEKACHUS U €€ paOOTHUKAMH BO3JIOKEHHBIX Ha HHUX (YHKIHWH.
Pemenne 00 M3roToBIEHUM U KOJMYECTBE IK3EMIUISIPOB M€YaTel U MITAMIIOB IPUHUMAET PyKOBOJIUTEID
YUPEXKJIEHUS 10 MPEACTABICHUIO AEIONPOU3BOAUTEINSI OPraHU3alUH.

Ecnu neuath yupexneHus UCIOJIb3yeTCsl B HECKOJIbKUX SK3EMILIApax, HOMEP 3K3EMIUIApa IedaTu
YKa3bIBAa€TCs B KIIUIIIE [I€YaTH [IPU €€ U3TOTOBJICHUU.

10.9. TleuaThio yupexJ1eHUs 3aBEPSIOT NOUIMHHOCTD MOANUCH PYKOBOAMTENS YUPEKIECHUS U UHBIX
YIOJHOMOYEHHBIX MM JIMI, Ha JOKYMEHTaX M KOMUSAX JOKYMEHTOB B COOTBETCTBUU C NMYHKTOM 2.49
HACTOSIIEH HHCTPYKIIHH.

10.10. Tleyatn ¥ mTaMnbl BBIJAIOTCSA JAJIS MCIOJNB30BaHUS paOOTHUKAaM, OTBETCTBEHHBIM 3a UX
WCIO0JIb30BAHME M XpaHEHHWE IOJ MOJMNHCh B JKypHajle ydera MeyaTedl W IITaMnoB. Y4YeT medatedl u
LITAMIIOB YUPEKIEHUS BEIET JEIONPOU3BOIUTEND YUPEKACHHUS.

10.11. Tlpu ucnonb3oBaHMM B paboTe MeyaTH U IITAMIIBl XpPaHSATCS B 3alUparomiuxcs mkadax
(ceitdax) paOOTHHKOB, OTBETCTBEHHBIX 32 XpaHEHUE U UCIOJIb30BAaHUE TIEYaTEeH U I TAMIIOB.

10.12. Ilepenava meyaTedl ¥ MTaMIIOB NOCTOPOHHHUM JIMLIAM HE JOIMYyCKaeTcsa. BbIHOC medareil u
LITAMIIOB 3a Mpeebl YUPexkKACHNUS BO3MOXKEH B HCKIIOYUTENBHBIX CIy4asX MO PEeHIeHUI0 PYKOBOJCTBA
yupexJieHus (Harmpumep, MpH MOANUCAHUHU JT0TOBOPOB).

10.13. JlemompoM3BOAUTENb YUPEKICHUS €XKETOJHO TMPOBEPSET COONMIOACHHE pPabOTHUKAMU
YCIIOBUM MCIOJIb30BaHUS W XpaHEHUs IedaTell M IITaMIIOB B CTPYKTYPHBIX MOAPA3AEICHUAX
OpraHu3aluu.

10.14. Ilpumienmve B HErOJHOCTh U YTPATUBIIME 3HAYECHHUE TIEYATH M IITAMIIbI MOJJIEkKAT BO3BPATY
JEJIOTPOU3BOIUTENI0 YUPEKICHUS WIM OPYTOMY OTBETCTBEHHOMY JIMIYy, HA KOTOPOE BO3JIOKEH y4eT
rmeyaTeil M IITaMIIOB, JUISl LEHTPAJIM30BAHHOTO YHHMUYTOXKEHUsA. [ledaTm yHMUYTOXKAIOTCS MO aKTy ¢
COOTBETCTBYIOIIEH OTMETKOM B KypHAJI€ y4yeTa revyareil u TaMIioB.

10.15. lnst oOMeHa 37eKTPOHHBIMH JOKyMEeHTaMu TocpeacTBoM MOJIO B yupexJIeHUH JOJDKHBI
HCIO0JIb30BAThCA YCUJICHHBIE KBATU(PUIIMPOBAHHBIC dIEKTPOHHBIE nmoAnucH. CocTaB TOJKHOCTHBIX JIUI] U
pabOTHUKOB YUYPEXKICHHSI - BIAACNBIEB YCHUJICHHBIX KBaTU(PHUIMPOBAHHBIX 3JIEKTPOHHBIX MOJMHUCEH
JOJIKEH ONPENIENATh PYKOBOIUTEIb OPraHU3aLNH.

10.16. Ilpu nepenaye opraHu3aiuend 3JIEKTPOHHBIX JOKYMEHTOB Ha AJICKTPOHHBIN ajpec Apyroit
OpraHu3aliy, a TaKxKe Il 0OMeHa 3JIeKTPOHHBIMU JOKYMEHTaMu nocpeactsoM COJI B yupexIeHUH U ee
MOAPA3JICIICHUAX MOTYT HUCIOJIb30BaThCs YCUJICHHBbIE HEKBAIM(UIIMPOBAHHBIE 3JICKTPOHHBIE TMOANUCU
W/WIH TPOCTHIE 3JIEKTPOHHBIE MOMKICH (Jaliee - SIEKTPOHHAS MOANKCH) B cOOTBEeTCTBUU ¢ DenepanbHbIM
3akoHOM 0T 6 anpens 2011 1. Ne 63-®3 «O6 >1eKTpoHHOM moamucH»*L,

10.17. DnexktpoHHsblii JokymeHT B COJl opraHuzanuu, MOANMCAHHBIN 3JIEKTPOHHOW MOAMMCHIO,
MIPU3HAETCS PAaBHO3HAYHBIM JOKYMEHTY Ha OyMa)KHOM HOCHUTENE, MOAMHCAHHOMY COOCTBEHHOPYYHOM
MOAMUCHI0 M HMMEET OJMHAKOBYID C HUM IOPUAMYECKYIO CHIIY MpPH OJHOBPEMEHHOM COOIIOJCHHUU
CJIEIYIOLIUX YCIOBUM:

39C yuerom nonoxenuii mynkta 2 crathu 160 uactu I I'paxpanckoro kogekca Poccuiickoit ®enepauuu (Cobpanue
3akoHomaTenbcTBa Poccmiickoit @epeparmu. 1994, Ne 32, ct. 3301; 2011, Ne 15, ct. 2038).

“TOCT P 51511-2001 «Ileuatu ¢ BocmpousseaeHueM IocymapcTBeHHoro rep6a Poccuiickoii ®enepanuu. ®opma,
pasMmepsl u Texamdeckue TpedoBanms». — M.: UIIK Usn-Bo cranmaptos, 2004, ¢ m3MEeHEHUSIMHU

“denepanpHblii 3akoH oT 6 anpens 2011 . Ne 63-®3 «O6 snexrponHoil noamucu» (CoOpaHue 3aKOHOAATENbLCTBA

Poccutickoit @enepammu, 2011, Ne 15, ct. 2036; Ne 27, ct. 3880; 2012, Ne 29, ct. 3988; 2013, Ne 14, ct. 1668; Ne 27,

cT. 3463, c1. 3477; 2014, Ne 1, ct. 1098; Ne 26, ct. 3390; 2016, Ne 1, cT. 65; Ne 26, cT. 3889).




KJIIOY ITOJIMUCH, OTHOCSLIUICSA K KOHKPETHOW AIEKTPOHHOM IOJAIKMCH, HA MOMEHT IIOJIUCAHUS
JIEKTPOHHOTO JOKYMEHTA SIBJISIETCS IEHCTBUTENIBHBIM (JOCTOBEPHBIM), HE YTPATUJI CUITY (HE OTO3BaH);

MOATBEPK/IEHA TIOUIMHHOCTD 3JIEKTPOHHOM MOANKCH B AIEKTPOHHOM JOKYMEHTE;

JaTa ¥ BpeMsi CO3JJaHus AIIEKTPOHHOM noanucH 3adukcupoBansl B CO/1;

JIEKTPOHHAsI MOANUCH MCHOJIb3YETCS B COOTBETCTBUM C YCTAHOBJIEHHBIM B YUYPEXKACHUU
pacnpeziesieHueM Ipasa MOANUCH JOKYMEHTOB MEXAY J0JKHOCTHBIMU JIMLIAMU U pAaOOTHUKAMU.

10.18. T'enepanmio u xpaHeHue Kio4ye HekBamupuupoBaHHoi u npoctor D11 B COJ1 momken
oCyHIecTBIATh agmuuuctpatop CO/.

10.19. Jlenonpou3BOAUTENs WIM HHOE OTBETCTBEHHOE JIMIO B YUPEKICHHH BEICT y4YeT KIIFOUeH
NEKTPOHHBIX TIOANHCEH* B CreNManbHOM KypHasie. Bplaua MaTepualbHBIX HOCHTENEH 1eKTpOHHOM
MOANKUCH M MX BO3BpaT MO MCTEYEHHM CPOKA JEHCTBUS OCYILIECTBIISIETCS MOJ MOANHMCH pPabOTHHKA B
KypHaJIe.

10.20. Co3ganue maposiel sl MPOCTOM SIEKTPOHHOW MOAMUCH OCYIIECTBISECTCS B TOPSIKE,
YCTAaHOBJIEHHOM JIOKQJIbHBIM HOPMAaTUBHBIM aKTOM OpraHM3alliM, YCTAaHABJIMBAIOUIUM TOPSI0K
skcruryaTaiuu CO/] 1 vcnonb30BaHUsl 3JEKTPOHHBIX MOIUCEH MPH paboTe ¢ TOKyMEHTaMHU.

10.21 Kurou snexTpoHHON mnoanucu, ucnoiabzyeMod B COJI, sBiseTcss KOHQUAEHIMAIBHON
nH(pOopMaIKeil 1 3alUIaeTcs B COOTBETCTBUM € 3aKOHOIaTENHCTBOM Poccuiickoit deneparum.

42BI/I,IlLI OJICKTPOHHBIX HOZ[HHCGﬁ, HCHOJIb3YyEMbIX B OpraHU3aliui, yCTAaHABJIMBAKOTCA OpFaHHSaHHeﬁ " 3aKpCIUIAIOTCA B
JIOKaJIbBHOM HOPMATHUBHOM aKT€.




[Tpunoxxenne Ne 1

Pexomenyemslit 0Opasern

[TPUHATO: COI'JTACOBAHO: YTBEPX/IEHO:
o0mmM coOpanueM KoyuiekTuBa  Havanpauk MY MPUKA30M 3aBENYIOILIETO
MOV «/erckuii cax Nel105 «YmpasieHre 00pa3oBaHU) MAOY «/erckuit cag Nel05
KOMOMHHPOBAHHOT0» aamuauctpauu MOTI'O «YxTa» KOMOMHHPOBAHHOTO BUIA»
IMporokor Ne 1ot . .20 . /N.0. Gamumnms/ Ne 01-09/ __or . 20 T
« » 2018 r.
MHOJOKEHHUE

00 omnJiaTe Tpyaa paGOTHUKOB
MYHHIHMIAJTBHOTO JOMIKOJILHOT0 00Pa30BaTEILHOT0 YUPeKIeHU s
«Jlerckuii cag Nel0S koOMOMHMPOBAHHOIO BHIa»
Paszpgea 1.
OBIIUE MMOJIOKEHUSA

1. Hacrosmee Ilonmoxxenne pa3paboTaHo It pPaOOTHUKOB MYHHUIMIIAIBLHOTO JOMIKOJBLHOTO

oOpasoBatenbHOrO yupexkaeHus «Jlerckuii cam NelO5 koMOMHUPOBAHHOTO BHAa» (Hajnee

o0OpasoBaTesibHas OpraHu3alrsi) B COOTBETCTBUU C:

2. Tlonoxeuwne BKIrOYaeT B ceOs:

3. Cuctema oruiatsl TpyJa paOOTHUKOB 00pa30BaTEIbHON OpraHru3aliy yCTaHABIMBACTC ...



ITpunoxxenue Ne 2

Pexomenyemblii oOpasern

MyHununanbHOe JOLIKOJIBHOE 00pa30BaTEIbHOE YUPEKICHUE
«Jerckuii cax Nel05 KOMOMHMPOBAHHOTO BHIa»
(MAOY «JI/c Ne 105»)

[NTPUKA3

20 Ne 01-09/

r. Yxra

O noAroToBKe M NMPOBEACHUH YTPEHHUKOB, OCBAIIEHHBIX MTPAa3IHUKY
MOCBAIIEHHBIX MPa3IHUKY «/leHb 3ammrHiKa OTedecTBa»

Ha ocnoBanuu romoBoro mrana Ha 2020-2021 yue6nsiii Tox mo MJIOY «Jlerckuit cam NelO5
KOMOWHHPOBAHHOTO BHJIA»,

[TPUKA3BIBAIO:

1. VYTBepauth rpaduk npoBeneHUs YTPEHHUKOB, MOCBSIIEHHBIX MPAa3IHUKY «/leHb 3ammTHUKA
OteuecTBa» W OTBETCTBEHHBIX 3a uX npoBeaeHue. (IIpunoxenne Nel).

2. OTBETCTBEHHOCTh 3a MPOBEJIECHUE YTPEHHUKOB, KU3Hb U OE30MACHOCTH JIETeH BO3JI0XKHUTD
Ha BOCIIUTATEJICH, MY3bIKATbHBIX PYKOBOIUTEIECH.

3. KonTtposib 32 uCOJTHEHNEM HACTOSILETO MPUKa3a OCTABIISIO 3a COOOM.

3aBeyIOIHt HN.0. damunus

C HACTOAIIUM IIPUKAa30M O3HAKOMIJICHBI:

/N.O. ©amuius/

/N.O. ©ammius/




[Tpunoxenne Ne 3

Pexomenyemslit oOpasern

MyHununaibHOE JOLIKOIbHOE 00pa30BaTEIbHOE YUPEKICHHUE
«Jlerckuit cax Nel05 KOMOMHUPOBAHHOTO BHJIa»
(MIOYVY «JI/c Ne 105»)

MNPOTOKO.I
3ACEJAHUA OBILIEI'O COBPAHUSA TPYJOBOI'O KOJUVIEKTUBA

« » 20 I. Ne

IMPEACEIATEJIb — N.O. ®amunms
CEKPETAPH — N.0. ®amunus

[MPUCYTCTBOBAJIM: ___ 4enmoBek (CIHUCOK MpUIAraeTcs)
OTCYTCTBOBAJIMU: ___ genosek (__e/o,  6/n)

ITOBECTKA JIHA:
1. O...
Hoxknamuuk: M.0. ®amunus
2. 00...
Hoxknamuuk: M.0. ®amunus
3. O...
Hoxknamuuk: N.0. ®amunus
1. CJIYIIAJIU:
BBICTVYIINJINU:

3a NpUHATHE PELICHUs TPOr0JI0COBAIIO:
3a - __ YEJIOBEK

IIPOTUB - ___ 4YEJIOBEK

BO3JIEPKAJIOCH - __ YEIIOBEK

PEIINIJIN:

2. CJIYIOAJIN:

BBICTVYIINJIA:

3a MPUHATHC PCIICHUS ITPOTOJIOCOBAJIO!

3a - __ 4eloBeK

MIPOTHUB - __ YEJOBEK
BO3JIEPIKAIOCH - ___ YEJIOBEK
PEIIWJIN:

3. CJIVIOAJIN:



PEIINJIN:
3.1.
3.2.
3.4.

INOCTAHOBWJIM:

N

[Ipencenarens N.0. ®amunus
Cekperapb N.0. Gamunus




[Tpunoxxenue Ne 4

Pexomenyemslit oOpasern

MyHununaibHOE JOLIKOIbHOE 00pa30BaTEIbHOE YUPEKICHHUE
«Jlerckuit can Nel05 KOMOMHUPOBAHHOTO BHJIa»
MOV «JI/c Ne 105»)

MNPOTOKOJI
3ACEJIAHUS CTOPOXEN U JIEXKYPHBIX ATIMUHUCTPATOPOB

« » 20 I. Ne

IIPEACEIATEJIb — WN.O. ®amunus
CEKPETAPDH — N.0. ®amunusg

IMPUCYTCTBOBAJIM: _ yenoBek
OTCYTCTBOBAJIM: ___ 4enosek

ITOBECTKA JIHA:

1. O6...
2.0...

1. CJIYIOAJIN:
3asenyromui, M.0. ®amunus, 03HaKOMHIIA CTOPOKEH U ACKYPHBIX aIMUHUCTPATOPOB C .......

BBICTVIINJIA:
PEIINJIN:
2. CJIVIOAJIA:
PELINJIN:

IIpencenarens HN.0. damunug
Cekperapb N.0. ®amunus

[IpucyrcTByrolME HA 3aCeIaHUM JISKYPHBIX aJIMUHUCTPATOPOB U cTopoxkeit _ . .20 r.:

N.0. ®amunud, D0IKHOCTD,

N.0. ®amunud, D0IKHOCTD,

N.0. ®amunud, D0IKHOCTD,




ITpunoxxenne Ne 5

Pexomenyemslit oOpasern

HavanbHuky
MY «¥YnpasieHnue o0pazoBaHU»
agmunuctpanuu MOI'O «Yxrta»

HNO. damunus
AJMUHHCTpAUs 3asenyromero MOV «Jl/c Ne 105»
MYHUIIUTIAJIBHOT'O 06pa30BaHI/IH I/IO q)aMI/IHI/Iﬂ

TOPOJICKOT0 OKpYyra «YXTay

MYHUIUIIAJBHOE JOMIKOJbHOE
OBPA30OBATEJIbHOE YYPEXK/JIEHUE
«JIETCKHM CAJ Ne 105
KOMBUHHUPOBAHHOI'O BUJIA»

«YXTA» KAP KBITIIJIOH
MYHULUITAJIBHOM IOKOHCA
AJIMUHUCTPALIMSA
«BEJOJJOMOH BECBKOJIJIAHIH»
MYHULUIAJABHOM YUPEXKIEHUE
169313 , Pecnyoanka Komu,
r.Yxra npoe3qa JApy:xob1, 1.7
Ted/paxc74-49-32

Otuer

o npoxenannoi padote B cucreme [ IC D0 «CeteBoii ropoa. O6pa3zoBaHue»

ITo cocrostamio Ha 10.02.2020 r. B cuctreme 'MIC 30 «CeteBoii ropoa. O6pa3oBaHue» MpoBeIeHa padoTa
0 3amoJiHeHuio oTdera 1o ¢opme 85-K B coorBercTBUU ¢ muchkMoM MY «YmpaBineHue oOpa3zoBaHUs»
anmuaucTpanuu MOI'O «YxTta» ot 07.02.2020.

[Tpunoxenue:

- BeIrpy3Ka oTuera 1o opme 85-K u3 cucremsr 20 «CeteBoit ropoa. O6pazoBaHue.

3aBeqyronui [Hoanuce NO. ®amunus

Wcnonaurens:

damunus, UMs, OTIECTBO
8(216) 74-49-32; mdoy 105@mail.ru



mailto:mdoy_105@mail.ru

[Tpunoxenne Ne 6
Pexomenyemblit oOpasern

MyHununaibHOE JOLIKOIbHOE 00pa30BaTEIbHOE YUPEKICHHUE
«Jlerckuit cax Nel05 KOMOMHUPOBAHHOTO BHJIa»
(MIAOYVY «JI/c Ne 105»)

AKT Ne__
HCNBITAHUN CIIOPTUBHOI0 000PY10BAHM S
B (pM3KyJBTYPHOM 3aJIe, HA CIIOPTUBHOM IUIOLIAJAKe U HA MPOTyJOYHBbIX IUIOIIAAKAX

r. Yxra « » 20 T.
Harmma xomuccus B cocrtase:
[Ipencenaresns 3KCIEPTHON KOMUCCHH:

3asenyromiero ®amunmusa Mms OtuecTBoO
Yj1eHOB KOMUCCHH:
3amectutens 3aBenyromero @amumms Umst OtyecTBO

HNuxenepa no oxpane tpyna @amuius Mmsa OtaectBo
COCTaBMJIAa HACTOSIIIMIA aKT B TOM, YTO:
B (DM3KYJBTYPHOM 3aJie, Ha CIIOPTUBHOM IUIOMaKke ¥ Ha omaakax MJIOY crnoptuBHOE 000pyI0BaHNE
JUIS IPOBEJICHUS 3aHATUHN U MPOTYJIOK MOJUICKUT BU3yaJbHOMY OCMOTPY M UCIIBITAHUIO MO HarPy3KOM:
e IIIBEJCKAs CTEHKAa 2 IIT.,
KakJas NepeKsiainHa Haxoauiach o Harpy3koi 120 kr, npuiioxkeHHOH 1o yriiom 60 rpagycoB
e TUMHAcTHYecKue ckaMmenku 10 mr.,
noJ Harpy3kou 240 xr
e MaT TMMHACTHYECKUIN OOJIBIION 2 IIIT.
BHU3YaJIbHBI OCMOTp OOLIMBKHU MaTOB.

3akiaouenue:

1. [Tocne cHATUSA HArPY3KU MOBPEKICHHS U CMEILIEHUSI He 0OHAPYKEHBI, KPENEXKU HAJIS)KHO 3aKPEIUICHBI,
TUMHACTHYECKUE CHApsAbl HE MMEIOT B y3JIaX M COWICHEHHUSX JIOPTOB, KayaHUM, MporuOoB, AETanu
KperuieHus (Tailki, BUHTHI) HA/I)KHO 3aBUHYCHBI.

2. Ilporu0pl TUMHACTHUYECKHUX CHApSAIOB COOTBETCTBYIOT YCTAHOBIIEHHBIM MpaBUJaM 3aHATHH IO
(GU3KYIBTYpE U CIIOPTY HOPMAaM.

3. 3aHATHS Ha CHOPTUBHBIX CHAPAZAX M 000PYTOBAaHUH Pa3pEIIatOTCS.

[Ipencenarens komMuccuu N.0. Gamunus
YeHpl KOMUCCUH N.0. ®amunus
N.0. damunug

« » 20




No akwbh P

©

10.
11.
12.
13.
14.
15.
16.
17.
18.

[Tpunoxxenne Ne 7

Pexomenyemblit oOpasern

[IpuMepHBIi epeyeHb yTBEPKIAEMBIX JOKYMEHTOB

AKTBI (IPOBEPOK, PEBU3UIl; CIIMCAHUS; SKCIICPTH3bI H T.1I.).

I'paduxu paboT, OTITYCKOB, CMEHHOCTH.

WHcTpyKuy, 10KHOCTHBIE HHCTPYKIINH.

Knaccudukaropsl nHpopManmu, JOKYMEHTOB.

Metomyeckre peKoMeHAalNN, METOIMYECKHE YKa3aHUs U METOTUKH.

Howmenknarypa aen opranu3anum.

Hopmbl ¥ HOpMaTuBbl (BpPEMEHHM, YHCICHHOCTH pPa0OTHUKOB, pacxojila ChIpbS U MaTepUalIoB,
ANIEKTPOIHEPTHH ).

Onwucu nen (MocTossHHOTO, BpeMeHHbIX (cBbIie 10 j1eT) CpoKOB XpaHEHHUS U IO JTUYHOMY COCTaBY).
[lepeunu (nomKHOCTEN, OpraHu3anuii, BUA0B MHPOPMAIUU, JOKYMEHTOB).

[Tonutuku.

[Monoxenust (0 MPEeMUPOBAHUH, ATTECTAIUH U T.]1.).

[Topsaxn.

[IpaBuna.

PernamenTsI (B TOM 4HCIIE€ periiaMeHThl OM3HEC-TIPOIIECCOB).

CrangapTsl OpraHu3aluu.

Ycrasel.

YuudumupoBarasie GOpMbI TOKYMEHTOB.

HItatHOe pacnucaHue.
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[IprMepHBIN ITEpeYeHb TOKYMEHTOB, 3aBEPSIEMBIX [IEYAThIO OPraHU3aLuU

1. ApXuBHas cIipaBKa.
2. AKTHI (IprieMa 3aKOHYEHHBIX CTPOUTEIILCTBOM O00BEKTOB, 000pYI0BaHUSI,
BBITIOJTHEHHBIX pa0O0T, CIIMCAHUS, DKCIIEPTU3HI).

3. Konuu u BBIMUCKH U3 JOKYMEHTOB, BbIIABAEMBIX JIJIsl IPE/ICTABJICHUS B IPYTHe
OpraHMu3allnH.

4. O0pa3ipl OTTUCKOB Ie€YaTed W TOAMHUCEH pPaOOTHUKOB, HMMEIOIIUX TIPaBO
coBepiiaTh (PMHAHCOBO-X03SMCTBEHHBIE OTIEPAIUH.

5. Ilopyuenus (OromxeTHbIE, 0AaHKOBCKHUE, IEHCUOHHBIC; TUIATEKHbIE, MHKACCOBBIE
B 0aHK Ha MOJIy4Ye€HHUE UHBAJIOTHI CO CUETOB, IEPEBOJ] BAIIIOTHI).

6. IlpencraBnenuss ©u XxojaTaiicTBa (O HarpaxaeHUHW TOCYJIAapCTBEHHBIMHU
HarpajgaMuy U IpeMHUsIMU).

7. PeecTphbl (UeKOB, TOPYUEHUM, IPEJICTABIISIEMBIX B OAHK).

8. CmpaBku (0 m0xomax (U3HYECKUX JHI, O BBIIIJIATE CTPAXOBBIX CYMM, O
0anaHCOBOM CTOMMOCTH OCHOBHBIX (DOHJIOB, MO MEPCOHUPHUIIUPOBAHHOMY YUETY,
0(OPMIICHHUIO CTPAXOBBIX CBHJICTEIIHCTB, 110 3alIPOCaM OpraHU3allii, Mo JOKYMEHTaM,
PEeA0CTaBISEMbIM B CY/I, - IO HEOOXOUMOCTH).

9. ViocroBepenus: pabOTHUKOB.
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[IpuMepHEIi IepedeHb HEPEruCTPUPYEMBIX BXOIAIIMX JOKyMEHTOB!

1. Amnkers (pe3tome), HAIIPABIIIEMbIC B [ISISIX TPYIOYCTPOMCTRA.
2. byxranrepckue IOKyMEHTBHI (OyXrajarepckass OTYETHOCTb, CyeTa, cueTa(akTypbl, akThl CBEPKH
B3aMMOpPACUETOB, AKThl IPUEMKH-TIEPEIaYl OCHOBHBIX CPEICTB, TOBAPHbIE HAKIJIATHBIE).

3. TOCTsI, TEXHUYECKHE DPEIIAMEHTBI, PYKOBOISIIHE W JPYrde JOKYMEHTHI [0 TEXHHYECKOMY
PEryaupOBaHUIO U CTaHJAPTU3ALUN.

4. Tpaduku, HApSIBI, 3aABKH, Pa3HAPSIIKH.

5. JlokyMeHTHI (IPOEKTHI JOKYMEHTOB), TPEOYIONIHE MOAMUCAHNs (COTJIACOBAHUS, YTBEPIKIACHHS) U
MOCIIEYIOLIETr0 BO3BpaTa.

6. KonkypcHast JOKyMEHTAIHSL.

7. HayuHo-TexHHYeCKas U MPOCKTHAS JOKYMEHTAIHS.

8. KoppecnonaeHius, aapecoBaHHas pabOTHUKAM yIPEKICHUAC TOMETKOH «JIHIHOY.

9. Tlewarnsie wu3ganus (KHWATH, O>KyPHAIBI, Ta3eThl), KaTAJIOTH, TEXHUUYECCKAs JIMTEParypa,
TEMaTU4eCKHe U ClelualbHble COOPHUKH, TUTaKaThI.

10. Tlo3npaBuTenbHBIE MHMCHMAa H  TEJNETPaMMBbI, OJaroAapCTBCHHBIE THMChMa W TEJIETPAMMBI,
IIPUTJIACUTEIbHbIE OUIIETHI.

11. TIpeiickypaHTsl.

12. TpurnacurenbHble OUIETHI, TPUTIIALICHHS.

13. TIporpamMmsl KOH(EPEHIIN, COBEIIAHMIA.

14. Pexnamuble MaTepuaibl (IMCbMa, TUCTOBKH, IIPOCHIEKTHI, OYKIIETHI).

15. VueGHbIe IIAHEI, IPOTPAMMEL.
16. ®opmbl 1 GIaHKK, B TOM YUCiIe GOPMbI CTATUCTHYECKOM U MHON OTYETHOCTH.

! Ecm YKa3aHHbIC JOKYMCHTHI IOCTYIHUINA C CONPOBOAUTCIBHBIM MMUCbMOM, MMCbMaA PETUCTPUPYIOTCA B NOPAAKE,
YCTAHOBJICHHOM PIHCprKIIHeﬁ IO ACJIOMPON3BOACTBY OpraHmu3annuu
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