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®EOEPAINIbHOE APXUBHOE ATrEHTCTBO
NMPUKA3
OT 11 AMNPENA 2018 FOOA N 44

OB YTBEPXXOEHWUM MPUMEPHOW MHCTPYKLIMW NO OENONPOU3BOACTBY B FOCYAAPCTBEHHbIX
OPTAHU3ALINAX

B cooTBeTcTBMM C NoAnyHKTOM 5 nyHkTa 6 lMonoxeHusa o PeaepanbHOM apxMBHOM areHTCTBE, YTBEPXKAEHHOIO YKasom
MpesnaeHTta Poccunckon denepaumm ot 22 mnona 2016 r. N 293 "Bonpockl PeaepanbHoro apxmeHoro areHtcrea” (Cobpaxune
3akoHogatenbcTBa Poccuiickon degepauun, 2016, N 26, c1.4034),

npuvkKasbiBato:

YTBEepauTb Npunaraemyto [MpUMERHY0 MHCTRYKLIMIO MO AENONPOU3BOACTBY. B FOCYAAPCTBEHHbIX OpraHn3aLmsx.

PykosoguTens
A.H.ApTnsos
3apernctpupoBaHo
B MuHucTtepcTBe tocTuumm
Poccuinckon denepaumm
17 aBrycta 2015 roga,
permctpaumnoHHbin N 51922
YTBEPXOEHA

npukasom depepanbHOro
apXUBHOroO areHTcTBa
ot 11 anpens 2018 roga N 44

NMPUMEPHASA UHCTPYKLUUA MO AENONPON3BOACTBY B TOCYOAPCTBEHHbBIX OPFTAHU3ALINAX

I. OBLUME NMNONTOXEHUA

1.1. NprMepHast MHCTPYKLMSA N0 AEeNonpou3BOACTBY B rOCYAapCTBEHHbBIX OpraHu3aumsx (aanee - NpumepHas UHCTPYKUUS)
paspaboTaHa B cooTBeTcTBUM C [lonoxeHveM 0 PenepanbHOM apPXMBHOM areHTCTBE, YTBEPXKAEHHbIM Ykasom [pesvaeHTta
Poccuiickon Penepaumu ot 22 mnoHa 2016 rona N 293 (CobpaHue 3akoHopatensctBa Poccuinckon ®enepauun, 2016, N 26,
c1.4034), a Takke B COOTBETCTBUM C 3akoHogaTenbcTBOM Poccuiickon depepaumm B cdhepe nHopMaLmm, JOKYMeHTauuu,
apXvMBHOIO Aena, HauMoHanbHbIMW CTaHAapTamu B cpepe ynpaBneHus JOKyMeHTaMu.

1.2. lMpumepHas WHCTPyKUMs paspaboTaHa B LENsX COBEPLUEHCTBOBAHUS [OEronpou3BOACTBA W MOBbILWEHMS
3ppeKkTMBHOCTM paboTbl C AOKYMEHTaMM MyTEM pernamMeHTauMM Ha €OuMHON MPaBOBOM M METOAMYECKOW OCHOBE NpaBusl
NMoAroTOBKU [JOKYMEHTOB, TEXHOMOMMIN paboTbl C HAMU, OpraHn3aumMm Ux TEKYLLEro XpaHeHWs! 1 MOArOTOBKM K Nepeaaye B apxvB
opraHusauum.

1.3. I'IpmmepHaﬂ WHCTPYKUMNA YyCTaHaBIMBaeT Tpe6OBaHI/IF| K OOKYMEHTUPOBAHUIO ynpaBnqueCKoﬁ AeAaATernbHOCTn "
opraHnsauumn pa6OTbI C [OOKyMeHTamMun B [ernonpoun3BoacTtBe rocCcygapCTBEHHbIX OpraHI/I3aLI,VII7I (,u,anee - OpraHI/I3aLI,VIﬂ),
He3aBMCUMO OT UX OpFaHI/I3aL|,I/IOHHO-I'IpaBOBOI7I (*)OprI, uenen n BUOOB OeATENbHOCTM.
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1.4. TMonoxeHuss TIpMMEpPHOM WHCTPYKUMM PaclpOCTPaHSAIOTCS Ha opraHusauuwo paboTbl € OpraHM3aLuoHHO-
pacnopsauTenbHbiIMM OOKYMEHTaMM He3aBUCMMO OT BuAa HOCUTEns, BKMkoYasd MOArOTOBKY, pPerncrpaumio, y4eT M KOHTPOSb
WCMONHEHNST [OKYMEHTOB, OpraHM3auuio WX TeKylero XpaHeHwWs, OCyLLlecTBnseMble C MNOMOLLbI WH(OPMaLUMOHHO-
KOMMYHWKaLMOHHBbIX TEXHOOIMN.

1.5. OcobeHHocTH opraHunsauun paGOTbI C [OOKyMeHTaMu, copgepxawmmmn I/IHd)OpMaLI,I/IIO OorpaHun4eHHoro pgocrtyna
(KommepquKyro Tathy, nepcoHarnbHble OaHHble U NHYIO KOH(.bI/I,EI,eHLI,I/IaJ'IbHyIO Mchopmau,vno), perynmpyrTca oTtaesfibHbIMU
HOPMaTtuMBHbIMU aKTaMu, yTeBepXXgaemMbiM pykoBoguUTENeEM opraHn3auun.

1.6. OpraHI/I3aLWIﬂ, BeAeHne n coBepLleHCTBOBaHME paenonpoun3BoacrtBa Ha OCHOBE €OVHOW MONUTUKKN n npnHUMNOB,
npMMeHeHne CoBpeMeHHbIX I/IH(t)OpMaLI,I/IOHHbIX TeXHonornm B pa60Te C OOKYMEeHTaMun, MeTogmn4eckoe pykoBoaCTBO U KOHTPOJ1b
cobniogeHns nopsaaka pa6OTbI C AOKYMEeHTaMUn B noapasaeneHndax opraHn3aunn Bo3naraetca Ha CTPYKTYypHO€E noapasaeneHue,

OTBETCTBEHHOE 3a BedeHue aenonponssoacteal (ganee - Cnyx6a genonponssoacTsa).

1 B opraHnsaumsx ¢ HeBomblMM OBBLEMOM [OKYMEHToo6opoTa yHKUMM Cryx6bl [AenonpoussoacTsa  MOryT
BbINOMHATLCA PabOTHUKOM (OEeNONPOoM3BOANTENEM, CEKPETAPEM).

Cnyx6a [enonpov3BoACTBa OpraHu3aumy AeNCTBYEeT Ha OCHOBAHWM MOMOXKEHUS O Hell, YyTBepXO4aeMoro pykosoguTenem
opraHm3aLmnv 1 onpeaensoLLero 3aaadn n MYHKLMU NoapasaeneHuns, ero npasa U OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTb 3a oOpraHusauuio paboTbl C AOKYMEHTaMW B MNOAPa3fdeneHusiXx opraHusauuy Bo3faraeTcs Ha
pykoBoguTenei 3Tux nogpasaeneHuii. HenocpeacTBeHHoe BedeHWe Aenonpou3BoAcTBa B NOApasderneHusix opraHusaumm
OCYLLIECTBNSETCA AeNonpon3BOAMTENEM UMM UHLIM PabOTHMKOM MoApasfeneHnsi, Ha KOTOpPOro BO3MOXeHbl 06sS3aHHOCTU MO
BeJEHUIO Aenonpon3BoacTBa (aanee - Aenonpov3BoanTenb noapasaeneHus).

1.8.  [omxHOCTHble 00s3aHHOCTW, nMpaBa W OTBETCTBEHHOCTb paboTHMkoB  Cnyxbbl  AenonponsBoacTsa,
AernonpoussoauTenent noapasgaeneHnin U UHbIX paboTHWKOB, OTBETCTBEHHbLIX 3a oOpraHuM3aumilo paboTbl C JOKYMeHTaMmu,
onpeaensitoTcs AOMKHOCTHBIMU MHCTPYKLUSIMUA.

1.9. Ha nepwviog oTnycka, KOMaHOMPOBKM, GONE3HN UNKU B CrlyYae YBOSbHEHUS PaBGOTHUKM CTPYKTYPHbIX noapasgeneHuin
opraHusauum obssaHbl NepedaBaTb BCE HaXOAALMECA Ha MCMOMHEHUM OOKYMEHTbl Aenonpon3BoanTento noapasaeneHns unm
ApYyromy paGoTHUKY MO yKasaHWo pyKOBOAMTENS NoapasaereHus.

Mpu cMeHe genonponseoanTens noapasaeneHns CoCTaBNsAETCa akT NpMema-nepenaym JOKYMEHTOB U fen.

1.10. CogepxaHne cnyxebHbiIX AOKYMEHTOB He MOAMEXMT pasrnawleHunto. Baanmogencreme co cpeactBamMm MacCoBOWN
WHopMaumK, nepedada UM Kakon-nmbo MHdopMauuy UNM OOKYMEHTOB M UX KOMWIA [OMYCKAaEeTCsl TOMbKO C paspeLleHust
PYKOBOAMTENS OpraHM3aumm U MHOroO YNOSIHOMOYEHHOTO MM AOSMKHOCTHOrO nnua.

PaboTHVKM opraHuM3auuyM HecyT AUCLUMMIVHAPHYIO, agMUHUCTPATMBHYIO U WHYIO, YCTAaHOBMEHHYI 3aKoHOO4aTellbCTBOM
Poccuiickoii deepaummn, OTBETCTBEHHOCTb 3@ HapylleHWe CPOKOB XpaHeHWsl JOKYMEHTOB, yTpaTy M HeCaHKLMOHMPOBAHHOE

YHUYTOXEHME CIYKEeBHBIX JOKYMEHTOB 2 .

2 Crarbu 192, 193 Tpynosoro koaekca Poccuiickont ®enepauuu; nyHKTHl 2; 15.11 ctathu 13.25 Konekca Poccuickoit

®denepaumm 06 agMMHUCTRATUBHBLIX NPaBOHARYLWEHUAX; cTatba 7 PeaepanbHoro 3akoHa ot 6 aekabpa 2011 . N 402-93 "O
Gyxrantepckom yyete" (CobpaHune 3akoHogatenbctBa Poccuickon depepaumm, 2011, N 50, c1.7344; 2013, N 26, c1.3207;
2013, N 27, c1.3477; 2013, N 30 (YacTb 1), c1.4084; 2013, N 44, c1.5631; 2013, N 51, c1.6677; 2013, N 52 (YacTb ), c1.6990;
2014, N 45, c1.6154; 2016, N 22, c1.3097; 2017, N 30, c1.4440; 2018, N 1 (MacTb 1), cT.65).

1.11. Mpu yTpaTe [OOKYMEHTOB [AEMONpOu3BOAUTENb NOApasaeneHuss WHAPOPMUPYET PYKOBOAUTENS CTPYKTYPHOrO
nogpasaeneHus n Cnyxby AenonponsBoACcTBa opraH13aLm, Nocre Yero OpraHn3yeTcs Po3biCK JOKYMEHTOB.

Ecnn posbick OOKYMEHTOB He [aeT pesynbraTa COCTaBMseTCs akTl, B KOTOPOM YKasblBalOTCS AaHHble YTpadeHHOro
OOKYMEHTa, a Takke 0b6CTosATENbCTBA, NPU KOTOPbLIX MPOM3oLLUNa yTparta, Nocre 4Yero npeanpuHMMatoTcsl Mepbl Mo 3aMeLLeHNto
[AaHHOro JOKYMEHTa 3aBepPeHHON Konmen 4oOKyMeHTa.
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1.12. Ha ocHoBe [lpMMepHOW WHCTPYKUUM B oOpraHusauuy paspabaTtbiBaeTcs WHAMBUAYaNbHas WHCTPYKUMS MO
[AEnonpon3BOACTBY, YTBEPXKOAEMas! PYKOBOAUTENEM OpraHu3aumu.

1.13. B uenax opraHusaumMm paboTbl C OOKyMEHTamu B dwunuanax opraHmsauum u 000COBMEHHBIX CTPYKTYPHbIX
nogpasgeneHmsx MoryT ObiTb BBEOEHbl WHCTPYKUMM MO  opraHuM3aumm paboTbl € OOKYMEHTaMu, LOMOorHsiowmne
MHOMBUAYaANbHYH MHCTPYKLMIO NO AEeNONpPON3BOACTBY OpraHM3aumm, HO He NMpoTMBOpeYallLme en.

1.14. MNMpaBuna paboTbl C JOKYMEHTaMN B CUCTEME INEKTPOHHOTO AOKYMEHTOObopoTa opraHunsauum (ganee - C3) v MHbIX
MHPOPMALIMOHHBIX CUCTEMAX, B KOTOPbLIX OCYLLECTBMSIETCSl cOo3daHue (BKMYEHWE) U XpaHeHWe [OKYMEHTOB, He [OSKHbI

BXOAMTb B NPOTMBOPEYME C NOSNOKEHUAMM MNPUMEPHON MHCTPYKLIMW.

Il. BOKYMEHTUPOBAHWE YMPABJIIEHYECKOW AEATENBLHOCTMU

2.1. B cooTtBeTcTBMM C 3akoHogaTenbCcTBOM Poccuinckon degepauunm, nokanbHbIM1U HOPMATMBHBIMW akTaMy B opraHmM3aumm
13gatTCs OpraHM3aLoHHO-pacnopsanTenbHble JOKYMEHTHI.

2.2. OpFaHI/I3aLI,I/IOHHO-paCI'IOpFIJJ,I/ITeJ'IbeIe OOKYMEeHTbl, cO3gaBaeMble B OeATEeNIbHOCTU OpraHun3aunn, OOJIKHbI ObITb
O(bOpMJ'IeHbI no npaswuiam, yCtTaHOBJ1I€HHbIM I/IHAI/IBI/I,D,yaJ'IbHOIZ I/IHCprKLI,VIEIZ no gernonpon3soacTBy opraHun3aunun.

BHocuTb kakue-nnmbo ncnpasneHuns unm gobaeneHust B noanucaHHble (YTBEPXKAEHHbIE) OKYMEHTbI HE AOMYCKaeTCs.
2.3. OcobeHHOCTU OGOPMIEHUs [OOKYMEHTOB, CO34aBaeMblX B CTPYKTYPHbIX MOAPA3AENeHUsiX opraHusaumMn u
oTpaxarLmnx cneuncmky Ux AeATeNnbHOCTU, a Takke npaBwuna opraHusauuM paboTbl C AaHHBIMW [OKYMEHTAMU MOryT

yCTaHaBnnBaTbCA OTAENIbHbIMU JTOKallbHbIMX HOPMAaTUBHbIMU akKTaMK opraHn3auun.

2.4. Co3gaHue OOKYMEHTOB B opraHusauumun, ucnoneaytowen CIL, B Lenax nosbieHUs 3PEEKTUBHOCTN UCMONb30BaHNS
C3[, ocywectBngaeTcsa ¢ ucnonb3osaHmem WabnoHoB 61aHKOB AOKYMEHTOB U LWIAGNOHOB 4OKYMEHTOB.

aﬂeKTDOHHbIe wabnoHbl 6rnaHkoB OOKYMEHTOB OO XHbI ObITb MOEHTUYHbI BnaHkam OOKYMEHTOB Ha 6yMa)KHOM HocuTene.

2.5. lns co3gaHus JOKYMEHTOB, OTpakalowmx cneunduky AeAaTenbHOCTU CTPYKTYPHbIX NodpasdeneHnii opraHusaumm, u
ynpaeneHus AaHHbIMK JOKYMEHTaMM MOTYT UCMOSb30BaTbCs APYrue MHPOPMaLMOHHbIE CUCTEMBI.

2.6. [JoKkyMeHTbI OpraHusaumm ogopmMnarTca Ha BnaHkax unmn cTaHaapTHbIX NMcTax Gymarn popmara A4.
2.7. Ons M3roToBNEHUsI JOKYMEHTOB B OpraHM3aLun UCronb3yoTCs:

OnaHK npukasa;

OnaHK pacrnopskeHus;

GnaHk nucbMa ans BeAeHWs1 NEPennckM C opraHn3auusMn U rpaxaaHamm, HaxoasiILMMUCS Ha TeppuTopumn Poccuiickon
depepauuy;

GnaHK NMCbMa C PEKBU3UTAMMW Ha PYCCKOM M OQHOM M3 MHOCTPaHHbIX A3bIKOB A1l BEAEHUS NEPEnnUckn ¢ 3apybexHbiMu
KoppecnoHaeHTamu.

Mo pelueHMO pyKoBOOMTENS B OpraHM3auuyM MOryT WCMonb30oBaTbCA Apyrne 6naHku: GnaHk nucbma pykoBOAMTENs
opraHusaLuy Unm MHOro YrNorIHOMOYEHHOTo MM Nnua, GraHk NpoTokorna, 6raHk NMCbMa CTPYKTYPHOTO noApasaerneHus.

[nsa odopMneHnst pesonioumin Ha JOKYMEHTE B OpraHn3auum MoryT UCMONb30BaThCs GriaHku pesontoLmin.

2.8. Mpu n3gaHMn JOKYMEHTOB Ha CTaHAAPTHBIX NMCTax Bymary Ha HUX BOCMPOM3BOAATCS PEKBU3UTLI, HE0BXoaMMble Ans
AOKYMEHTOB KOHKPETHOIO BuAa Unv pasHOBUAHOCTMU.

2.9. Ha brnaHkax JOKyMEHTOB BOCMPOM3BOAMTCS TOBapPHbIV 3HaK u/unu (ambnema) opraHmsauuy (Mpy X Hanuyuum).

2.10. TpoekTvpoBaHue ONaHKOB [OOKYMEHTOB ocyllecTBnsietcs B coorBetctBum ¢ [OCT P 7.0.97-2016 "Cuctema
CTaHAapToB Mo mHdopmaLum, bubnmoreuHomy un mnsaarensckomy_aeny. OpraHvsalnoHHo-pacnopganTenbHas AOKyMeHTaLuns.
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TpeboBaHusa K 0hopMIEeHUIo JOKyMeHToB" 3 .

3 Paspen 6 "BnaHku aokymeHTtoB" TOCT P 7.0.97-2016 "Cucrema cTaHAapToB N0 MHAOopMaumu, 6ubnmMoTedHoMY 1

mnsnarensckomy_Aaeny. OpraHusalunoHHO-pacnopaauTensHasg aokyMmeHTaumsa. TpeboBaHua K Od)OpMIEHUI0 [OKYMEHTOB" C
NameHeHuem N 1. - M.: CtangaptnHgopm, 2018.

2.11. BnaHkn [OOKYMEHTOB oOpraHu3auuMu u3rotaBnuearTca Tunorpadgpckum cnocobom, cpenctBaMu  OMNepaTyMBHON
nonurpadum UM KOMMNbOTEPHON TEXHUKMN.

2.12. D,OKyMeHTbI MN3roTaBnnMBardTCA Ha 6yMa)KHOM HOcuUTENne n B cbopme QNEKTPOHHbIX OOKYMEHTOB C COﬁJ'IIO,D,eHI/IeM
YCTaHOBJIT1EHHbIX npaBui O(bOpMJ'IeHI/Iﬂ OOKYMEHTOB.

2.13. [lokyMeHTbl opraHv3aunm, opopMIeHHbIe kak Ha briaHke, Tak u 6e3 Hero, LOMKHbI UMETb NOMsi HE MEHee:
20 mm - neBoe;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - HUXHee.

2.14. ,D,OKyMeHTbI, n3gaBaemMble COBMECTHO OAHOW UMW HECKOMbKUMU opraHnzauuamm, Od)OpMJ'IFHOTCFl Ha CTaHOapTHbIX
nncTtax 6ymar|/1 C BOCnpou3seaeHnemMm pekBn3nToB BCeX OpraHVI3aLI,VII7I, y4qyacTByrOWKNX B U3gaHUn OOKyMeEHTa.

2.15. lpn noarotoBke [OOKYMEHTOB [OMYCKAETCS WCNONb3oBaHME NULEBOM W OBOPOTHOW CTOpPOHbI nucta. [lpu
[ABYCTOPOHHEM CO34aHWM OOKYMEHTOB LUMPWHA NEBOrO MOfsi Ha NULEBOW CTOPOHE NucTa M MpaBoro nonst Ha obOopOTHOM
CTOPOHE NUCTa A0MKHbI ObITb pPaBHbI.

2.16. Mpu cosgaHuM OOKyMeHTa Ha ABYX W Gonee cTpaHuuax BTOpYyl M nocnegyowme cTpaHuusl HymepytoT. Homepa
CTpaHWL, NPOCTaBMSATCA MO cepeanHe BEPXHEro Mnonsi AoKyMeHTa Ha paccTosiHin 10 MM OT BepXHero kpas nucta.

2.17. Ons un3roToBneHUs [AOKYMEHTOB WCMONb3yeTcs rapHuTypa wpudTta no BbIGOpy opraHusauun, Bxoaswas B
CTaHOapTHLIN NakeT 0MCHOrO NPOrpaMMHOro obecredeHus, UCMomNb3yeMoro opraHuaatmein. Pasmep wpudTa - N 12-14 nT 4.

4 Pasmep wpudTa (Kermb) n3MepsieTcsi B MyHKTax (point); oauH nyHKT paseH 1/72 gwonma, unun 0,376 MM (CokpalleHve:
Ilptll)'

Mpwn cocTaBneHun Tabnuuy, 4ONyckaeTcsa UCnonb3oBaHme WwWpndgToB MeHblmx paamepos - N 10, 11 nT.
2.18. AG3auHbI OTCTYN B TEKCTE AOKYMeHTa - 1,25 cm.
3aronoBku pa3genos v NogpasfenoB nevararTcsi ¢ ab3alHbIM OTCTYNOM UMW LEHTPUPYHOTCS MO LUMPUHE TeKcTa.

2.19. TekcT foKyMeHTa ne4yataetcs Yepes 1-1,5 MeXCTPOYHbIX MHTepBana. TEKCT 4OKYMEHTa BblpaBHMBAETCS MO LUMPUHE
nucra.

MHOroCTpo4Hble PEeKBM3UTHI MedaTaloTcsl Yepe3 OAMH MEXCTPOYHLIN MHTEpBas, COCTaBHble 4acTW PEKBUSUTOB MOTYT
pasfensaTbes AOMONMHUTENBHBIM MHTEPBANOM.

Ecnun JOKYMEHT roToBMTCA AN M34aHUsi C yMeHbLUeHeM MacluTaba, TEeKCT neyaTtaeTcs Yepes ABa HTepBana.
WHTepBan mexay OykBaMu B crioBax - 00blYHbIA. IHTEpBan Mexay croBamu - oavH npoben.

CTpOKM PEKBU3NTOB BbIPABHMBAKOTCS MO JIEBOW IPaHULLE 30HbI PACMONOXEHUS PEKBM3UTA UMW LEHTPYIOTCS] OTHOCUTENBHO
camMou ANIMHHON CTPOKM.
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D,J'IVIHa camou ANNHHON CTPOKU pEeKBU3NTa Nnpun yrnmoBoM pacrnosioXXeHnn pekBn3nToB HE bonee 7,5 cm.
D,J'IVIHa camou ANNHHON CTPOKU peKBMU3nUTa npu npoaosibHOM pacnoJjioXXeHNUn peKBU3NTOB HE bonee 12 cm.

2.20. JonyckaeTtca BbiAeNATb NOMY>XKUPHbBIM LLUPUEGTOM pekBM3uTbl "agpecart”, "3aronoBok K TekcTy" unum "noanuck”, a Takke
oTAenbHble oparMeHTbl TEKCTa.

2.21. MNpwn nogrotoBke MHOMOCTPAHMUYHbBIX AOKYMEHTOB 0hOpPMNAETCSA TUTYMBbHbIN NINCT.

2.22. CocrtaB PEeKBU3NTOB, WUCMOJIb3yEMbIX OJ1A O(*)OpMI'IeHMﬂ OOKYMEHTOB, onpeaendeTtca Buaom (pa3HOBI/l,CI,HOCTbP0)
OpraHn3aunoHHO-pacnopAanTeNIbHOIo JOKYMEHTa.

2.23. Mpun noaroToBke JOKYMEHTOB OPraHM3aLmMn NCMOSb3YIOTCA PEKBU3UTLI, ycTaHoBneHHble TOCT P 7.0.97-2016 5 :

5 [OCT P 7.0.97-2016 "Cucrema cTaHAapToB MO MHGOPMALUK, BUBIMOTEYHOMY W WU3AATENbCKOMY Aeny.

OpraHusaLnoHHo-pacnopsanTenbHas AokKyMeHTaumsa. TpeboBaHusa K odhopmieHnio aokyMeHToB", ¢ UameHeHnem N 1. - M.:
CraHgapTtuHdopm, 2018.

a) ambriema (B COOTBETCTBUM C NYHKTOM 2.9 [pUMEpHON UHCTRYKLNNK);

©) ToBapHbIN 3HaK (3HaK ob6CcnyxmnBaHus) (B COOTBETCTBUN C NyHKTOM 2.9 MprUMEpRHON MHCTRYKLIUN);

B) Ko (bOpMbl JOKYMEHTA;

r) HaMMeHoBaHVe opraHusaunu;

[) HaMeHOoBaHWe CTPYKTYPHOTO NoapasaeneHus;
€) HanMeHOBaHWe AOMKHOCTU Nuua;

X) cnpaBoyHble AaHHble 06 opraHM3aumu;

3) HaUMeHOBaHWe BUAa AOKYMEHTa;

n) Aata JOKYMEHTAa;

K) perucTpaumoHHbIN HOMEP AOKYMEHTa;

n) CCbIfNKa Ha pPermcTpaLnoHHbIA HOMEpP 1 AaTy NOCTYNMBLLEro AOKYMEHTA;
M) MECTO COCTaBfeHu s (M34aHus) 4OKYMEHTa;

H) rpud orpaHnyeHns 4OCTyna K JOKYMEHTY;

0) agpecar;

n) rpud yTBEPXKAEHUSA AOKYMEHTA;

p) 3aronoBOK K TEKCTY;

C) TEKCT JOKYMEHT3;

T) OTMETKA O NPUMNOXEHNN;

y) rpud cornacoBaHusi JOKYMEHTa;
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@) BU3a;

X) noanuch;

L) OTMeTKa 06 3NeKTPOHHON NOAMNUCH;

4) nevatb;

L) oTMeTKa 06 ucnonHutene;

LLl) OTMETKA O 3aBEPEHUM KOMUK;

bl) OTMETKA O MOCTYMNMEHUN JOKYMEHTA;

3) pesonouus;

l0) OTMETKa O KOHTpOne;

s1) OTMETKa O HanpaBneHuM JOKyMeHTa B Aeno.

2.24. bnaHk npukasa (pacnopspkeHns) opraHm3aunmn JOSMKEH BKITHOYaTb PEKBU3UTDI:

ambriemy (B COOTBETCTBUM C NYHKTOM 2.9 [MpMMEPHON UHCTRYKLINK);

TOBapHbIN 3HaK (3HaK 0BcnyXnBaHus) (B COOTBETCTBUM C NYHKTOM 2.9 MNPUMERHON MHCTRYKLIMK);

HanMeHOBaHWe opraHn3auunu;
HanMeHOoBaHWMe BMaa AOKYMEHTA,
MeCTO coCTaBneHuna nnn n3gaHna JOKyMeHTa,

OTMETKM ANsl pasmeLLeHnsl PeKBU3UTOB "aaTta JoKyMeHTa", "perncTpaumoHHbIin HoMep AoKyMeHTa".

2.25. bnaHk nnucbma opraHu3aumm AOMMKEH BKNIOYaTb CleayoLwme pekBn3nTbl:

ambriemy (B COOTBETCTBMM C NYHKTOM 2.9 [MpMMEPHON UHCTRYKLINK);

TOBapPHbIN 3HaK (3HaK 06CnynBaHuUsi) (B COOTBETCTBUN C NyHKTOM 2.9 [TPUMEPHON MHCTRYKLIMN);

HaMMeHOBaHNe OpraHn3aUuu;
cnpaBoYHble AaHHble 06 opraHu3aumy;

OTMETKM AN MpOoCTaBMneHuUs peKBUM3UTOB "daTa [AOKyMeHTa", "perncrpaumoHHbIi HOMep [AOKyMeHTa", "ccblnika Ha
perncTpaumoHHbIN HOMep U AaTy NOCTYNMBLLEro JOKyMeHTa".

B 6naHk nucbma OOJIKHOCTHOIO Nnua AONOJNMTHNUTENbHO BKIMKOYaEeTCA PEeKBU3UT "HaMMeHoBaHMe OOMKHOCTM Nuua", a B onaHk
nMcbMa CTPYKTYPHOro nogpasaeneHusa (COBeLIJ,aTeJ'IbHOFO, MeToAn4ecKoro, 3KCnepTHoro uin MHoro opraHa) opraHnsauumm -
HanMeHOBaHne CTPYKTYPHOro nogpasgeneHus.

2.26. BHyTpeHHMe LOKYMEeHTbl opraHm3auun, oopMrisieMble He Ha GriaHke, OOMKHbI CogepkaTb COOTBETCTBYHOLLME BUAY
AOKYMEHTa PEKBU3UTI.

2.27. Ombnema opraHuzauun, paspaboTaHHas W YTBEPXKAEHHast B MNopsake, YCTAHOBIEHHOM 3aKOHOOATENbCTBOM
Poccuinckon ®egepaunn, pasmeLLaeTrca Ha bnaHkax 4OKYMEHTOB B COOTBETCTBMM C NyHKTOM 2.9 [MpMMEpHON MHCTRYKLMKU U Ha
OCHOBaHUN HOPMATUBHbLIX aKTOB OpraHM3aumu.
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I/I3o6pa>KeH|/|e amMbnembl nomMelwlaeTcd Ha BepxHeM none OnaHka OOKYyMEeHTa Ha pacCTOoAHUn 10 mm ot BepXHero Kpas
NMNCTa, 3axXBaTblBasd 4acCTb pa6oqel7| 30Hbl JOKYMEHTa, LeHTPOBaHHO Ha4 PeKBU3UTaMK opraHn3auunn.

2.28. ToBapHbIA 3HaK (3HaK OOCMyXMBaHWS), 3apPErMCTPMPOBaHHbIA B YCTAHOBMEHHOM 3akoHoAaTenbCTBOM Poccuiickon
denepauun nopsigke, BOCNPOU3BOAUTCA Ha BnaHkax opraHvM3aumm B COOTBETCTBUM C NYHKTOM 2.9 NpUMepHOM MHCTRYKLUMU U Ha
OCHOBaHMM HOPMaTUBHbIX aKTOB OpraHu3auumn.

MN3o06paxeHne ToBapHOro 3Haka (3Haka o6CnyXMBaHKs1) NOMeLL.aeTcs Ha BEPXHEM MNore JOKYMeHTa Ha paccTtosiHum 10 MM
OT BEPXHErO Kpasi IMCTa, 3axBaTblBasi YacTb paboyeit 30Hbl JOKYMEHTA, Hag PEKBM3UTaMM OpraHM3aLMn v crneea Ha ypoBHe
HaMMeHOBaHWs OpraHU3aumMK, 3axBaTbiBasi YacTb JIEBOTO MOss.

2.29. Kog opmbl [OOKYyMEHTa MpOCTaBNAEeTCad Ha YHUMUUMPOBAHHBLIX opMax [OKYMEHTOB B COOTBETCTBUM C
O6LepoccnMncknm _knaccudmukaTtopom _ynpasneHyeckon aokymeHtauum (OKY[Ml) wnmM  nokanbHbIM  KnaccudukaTtopom,
pacnonaraetcs B NpaBOM BepxHeM yrny pabodvero nons [AOKyMeHTa, cocTouT u3 crnos "dopma no (HaMmeHoBaHue
Knaccudumkatopa)" n LmgpoBoro Koga.

2.30. HaumeHoBaHmne opraHu3aumm Ha OnaHke AOKyYMeHTa OOJMKHO COOTBETCTBOBATb HAMMEHOBaAHUIO OpnaAn4YeCcKoro nuua
B yCTaBe opraHusauunnu. Ha 6naHkax OOKYMEHTOB yKa3bIBaeTCd MnosiHoe oc*)mu,maanoe HanMeHOoBaHWe puagn4eckoro nuua c
yKa3aHmem ero OpFaHMSGLI,VIOHHO-I'lpaBOBOVI (bOprI, Haa HauMeHoBaHMeM opraHun3auun YyKa3blBaeTCA HauMMeHOBaHue
BblLLECTOALLEN opraHmsauunmn (an ee HaJ'IVI‘-IMVI), nogq HammeHoBaHMeM OpraHu3auun B ckobkax YKa3blBaeTCA COKpalleHHoe
HanMeHoBaHWe opraHmu3auunmn, ecrih OHO NpegycMoTpPpEeHO yCTaBOM.

2.31. HaumeHoBaHMe CTPYKTYpHOro nogpasgeneHna (B TOM 4ucne dwunuana, OTAeneHus, npeactaBUTENbCTBa,
KonnervanbHOro, COBELLATENbHOIO WM MHOTO OpraHa) ykasblBaeTcsi B OnaHkax nuceM M OraHkax KOHKPETHbIX BUOOB
[OKYMEHTOB, M34aBaeMblX COOTBETCTBYIOLMMU NOAPA3LENEHNAMN B COOTBETCTBMM C NOKaNbHbIMW HOPMATMBHBLIMU aKTaMu
opraHu3aumn. Hap HaumeHoBaHMEM CTPYKTYPHOrO NoOApasfeneHnst yKasblBAaeTCH HaMMEHOBaHWE OpraHusaumun, YbuUwm
unmanomM, otaeneHMeM, NpeacTaBUTENbCTBOM, KOMSMErnanbHbIM MW COBeLLaTeNbHbIM OpraHoM [aHHoe noApasgeneHve
ABNsIETCS.

2.32. HavmeHoOBaHMe [OIMKHOCTM NMua Ucnosb3yetrca B GrnaHkax nucemMm LOIMKHOCTHBbIX UL, M pacnornaraeTcs nog
HaNMEHOBaHNEM OpraHM3aLnmn.

2.33. CnpaBo4Hble AaHHble 00 opraHu3aunn ykasblBaloTCA B OnaHKax MMCEM M BKITHOYAIOT: MOYTOBLIA agpec opraHnsaumm
(OONONMHMTENBHO MOXET YKasblBaTbCA agpec MecTa HaxOXAEeHWs IopuaNYecKoro nvua, ecrnm OH He CoBnagaeT C NO4YTOBbLIM
agpecom); Homep TenedoHa, hakca, aapec ONeKTPOHHOW MoyTbl, CETEBOW agpec, a Takke Ko oOpraHusauuu no
O6ulepoccunckomy._knaccudmkaTopy._npeanpusatun u opraHunsauun (OKIMO), oCHOBHOW rOCYOapCTBEHHbIN PErMCTPaLMOHHBIN
Homep opraHusauun (OMPH) n ngeHTMdUKaLMOHHbIM HOMEp Hanoronnarenblumka / Kog NpuUYMHbl NOCTAHOBKU Ha HAaroroBbIn
yyeT (MHH/KIMT).

2.34. HaumeHoBaHMe Buaa OOKYMEHTa YyKasblBAETCS Ha BCEX [OKYMEHTax, 3a WCKIOYEeHUMEM [enoBbiX (CnyXebHbIX)
nvMceM, pacnonaraeTcsi Nof HauMeHoBaHMEM OpraHM3auum (CTPYKTYPHOro noapasneneHnsl, LOMKHOCTM).

2.35. [lata jokyMeHTa JoSkHa COOTBETCTBOBATL AaTe mnognvcaHus (YTBEPXKOeHUs) AOKYMeHTa unv (B npoTokornax) garte
co6bITUS, 3adPMKCUPOBAHHOIO B JOKYMEHTE.

[aTta pokyMeHTa 3anucbiBaeTCs B NOCNeLoBaTENbHOCTU: AEHb MecsLa, MecsiL, rog 04HMM U3 ABYyX cnocoboB:
apabckumm undppamun, pasgeneHHbiMu Toukon: 05.06.2018;
cnoBecHO-LndpoBbIM crnocobom: 5 noHs 2018 T.

Ha pokymeHTax, odopmnsiembix Ha GnaHke, AaTa AOKYMeHTa MpOCTaBMsAeTcs Mnof peKBusutamu "HavMeHOBaHue Buaa
AokymeHTa" (B GnaHkax KOHKPETHbIX BUAOB AOKYMEHTOB) 1 "CnpaBoyHble AaHHble 06 opraHusauun” (B 6naHkax nucem).

[ato [oKymeHTa, U34aHHOro COBMECTHO ABYMS Unun Gonee opraHvsaumsiMu (OOMKHOCTHBIMU NLaMm), sIBNsieTCa aara
noanucaHust OKyMeHTa nocnegHen CTOPOHON.

2.36. PeructpaumoHHbIN HOMep [OOKYMeHTa - UuUudpoBoA UM OByKBEHHO-LMAPOBOM WUAEHTUMUKATOP [OOKYMEHTa,
COCTOSAILLMIA U3 NOPAAKOBOro HOMepa AOKYMEHTA, KOTOpbIA, MO YCMOTPEHUIO OpraHu3aumun, MOXeT AONOMHATLCA LndpoBbIMU
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nnn GYKBGHHI:IMVI Kogamu (I/IH,D,eKcaMI/I) B COOTBETCTBMIN C UCMOJIb3yEeMbIMU KJ'IaCCI/ICbI/IKaTOpaMVI.

Ha pokymeHTe, COCTaBNeHHOM COBMECTHO ABYMSi U ©onee opraHusauusiMv, NMPOCTaBMSIOTCS PerucTpaLMoHHble HoMepa
OOKYMeHTa, MNPUCBOEHHbIE KaXKOoOW W3 opraHusauumn. PermctpauuoHHble HOMepa MpOCTaBRSKTCA B Mopsgke yKasaHus
HaMMEHOBAHWIA OPraHN3aLuii B 3arofloBOYHON YacTu (npeamMbyne) 4OKyMeHTa U OTAENSATCS APYr OT Apyra KOCOW YepToM.

2.37. Ccblinka Ha permctpaunoHHbIN HOMep 1 AaTy NOCTYNUBLLErO AOKYMEHTa, COCTOSLLAs U3 permcTpaumoHHOro Homepa 1
OaTbl BXOASILLLEro AOKYMEHTa, Ha KOTOpbIN JaeTcs OTBET, NpocTaBnsieTcsa B Buae otmetkn "Ha N ... ot ..." B GnaHke nucbma.

B TekcT nucbma-oTBETaA CBEAEHNS O perncTtpauymMoHHOM HOMepe 1 garte NocTynueLllero nMcbmMma He BKI4aroTcA.

2.38. MecTo cocTaeneHus (U3gaHus) 4OKYMeHTa yKkasbiBaeTCs BO BCEX AOKYMEHTaX, KpOMe AeNoBbIX (CMy»KeOHbIX) nucem,
BHYTPEHHMX MH(OPMALMOHHO-CNPABOYHbIX JOKYMEHTOB, @ TakKe B Cliyyae, eciiv MEeCcTO HaXOXOEHUsi opraHv3aumy BXOAUT B
ee HavMeHoBaHue, Hanpumep: MOCKOBCKWIA FOPOACKON YHUBEPCUTET yrpaBrieHus.

MecTo cocTaBneHust (M3gaHWs) [OOKYMEHTa yKasblBaeTcsl B COOTBETCTBUM C  MPUHATBIM - aAMUHUCTPaTMBHO-
TepputopuarnbHbIM AeneHveM, HanpumMep: c.brnaroeelyeHckoe Benbckoro p-Ha ApxaHrenbckon oon.

2.39. Mpuch orpaHMyeHnss OoCTyna K [OKYMEHTY MPOCTAaBMSETCA B NPaBOM BepXHEM Yriy MepBOro nmcta AOKyMeHTa
(NpoekTa AOKyMeHTa, COMPOBOAMTENBHOMO MUCbMa K AOKYMEHTY) OT rpaHuubl BEpXHero nofs npyv HanmuyMn B OOKYMEHTe
MHpOpMaLIMK, AOCTYN K KOTOPOW OrpaHNYMBaEeTCs B COOTBETCTBUM C 3akoHoAaTenbCcTBoM Poccuiickon deaepaumm.

Buabl ucnonb3yembix B opraHnsauum rpudpoB orpaHuyeHrst 4OCTyna AOMKHbI COOTBETCTBOBATbL 3aKOHOAATENBHBIM M UHBIM
HOPMaTMBHbLIM MpPaBoBbIM akTam Poccuiickon ®egepaumn 1 OOMKHbI BbiTb 3aKpenseHbl B NOKanbHbIX HOPMATUBHBIX aKTax.

Mpnd orpaHmyeHnst 4ocTyna K 4OKyMeHTY (mometka "[nsa cnyxe6Horo nonb3osaHus"t , rpud "Kommepyeckas TanHa" f ) MoxeT

OOMOSHATECA HOMEPOM 3K3eMMsisipa JOKYMeHTa U ApYrMMU CBEAEHUSIMU B COOTBETCTBMM C 3aKoHOOATENbCTBOM Poccuickon
depepaumu.

& Mydkr 1.4 MonoxeHus o nopsake obpalleHns co cryebHON MHMOoPMAaLIMEN OrRaHUYEHHOro PacnpoCTpaHeHs B

gp_e,uepaanblx opraHax MCNONMHUTENBLHON B1acTu, yNnoriHOMOYeHHOM opraHe ynpaBsieHunda Ucnosib3oBaHUEM aToOMHOM QHEPIrnn n
YNONHOMOYEHHOM OpraHe Mo KOCMWYECKOW AeATelbHOCTU, YTBEPXKOEHHOro nocraHosneHvem [lpaButensctea Poccuimckon
denepaumm ot 3 Hos06pA 1994 1. N 1233 (CobpaHune 3akoHogaTenbcTBa Poccuickon ®enepaumm, 2005, N 30, c1.3165; 2012, N
31, c1.4368; 2016, N 9, c1.1263; 2016, N 13, cT.1833).

7 Yactb 4 cratbu 6 PenepanbHoro 3akoHa orT 29 wong 2004 r. N 98-®3 "O kommepueckon TamnHe" (CobpaHue

3akoHogatenbcTBa Poccunckon ®egepaunm, 2004, N 32, ¢1.3283; 2006, N 6, c1.636; N 52, c1.5497; 2007, N 31, c1.4011; 2011,
N 29, c1.4291; 2014, N 11, c1.1100).

B pokymeHTax opraHusauuu, cogepXallMx CBEAEHWs, COCTaBnsiloluMe KOMMEPYECKYl0 TalHy, B COOTBETCTBUU C
denepanbHbiM_3akoHoMm OT 29 umiond 2004 r. N 98-93 "O kommepyeckon TarHe" Hapsigy C rpudOoM yKasbiBalOTCA MOMHOe
ohmumanbHoe HaMMeHOBaHKE PUANYECKOro N1ua, MeCTO ero HaxoxaeHusl. Hanpumep:

Kommepuyeckasa TanHa
®bY "HanmeHoBaHue opraHusaumn”
MecTo HaxoxgeHus

2.40. Agpecart - pekB13UT, NCMOMb3yeMbl NPy 0hOpMIIEHNN OENOBbLIX (CNYXeOHbIX) MMCEM, BHYTPEHHUX MHCPOPMaLIMOHHO-
CMpaBOYHbIX JOKYMEHTOB.

AgpecaToM [OKyMeHTa MOXET OblTb OpraHu3auusi, CTPYKTypHOe noApasfeneHve opraHusauuu, OOIPKHOCTHOE unu
dmsmyeckoe nnuo.

PexBuant "agpecat" odgopmnsieTcs Ha OraHke C YrrmoBbIM PacroONoOXEHWEM PEKBU3UTOB - B BEPXHEN MNpaBoW 4acTu
OOKYMEeHTa, Ha GnaHke ¢ NpoAOoNbHbIM PAacMoNoXeHWEM PEKBU3MTOB - CnpaBa nop peksusutamu bnaHka. CTpoku pekBusmTa
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"agpecat" BblpaBHUBAOTCH MO NEBOMY Kpat UMW LEHTPYOTCA OTHOCUTENBHO CaMol ANNHHON CTPOKN.

I'IpV| agpecoBaHMn OOKyMEeHTa pyKoBOOUTENHO (38MeCTI/ITeJ'IIO pyKOBO,EI,I/ITeJ'IFl) opraHm3auunmn ykKasblBalOTCA B OaTellbHOM
nagexe HaMmMmeHoBaHUe OOJIKHOCTU pyKoBoauUTENA (3aMeCTI/ITeJ'IFI pyKOBOp,I/ITeJ'IFI), BKno4vawuiee HamMmeHoBaHWe opraHun3auuu,
cbammnmo, MHUUManbl AOJHKHOCTHOIO J1nua. Hanpmmep:

leHepanbHOMY ANpeKTOpy
OBY "HaumeHoBaHue
opraHusauumn”

damunms N.0.

Mpu agpecoBaHUM MUCbMa B OPraHM3aLMI0 YKasblBAETCA €e MOMHOe UM COKPallleHHOe HaMMEHOBaHNE B MMEHUTENbHOM
nagexe.

Mpun agpecoBaHnn [OKYMEHTa B CTPYKTYpPHOe nogpasgerieHMe opraHuMsaumm B pekBu3uTe "agpecaT” ykasblBaloTCd B
UMEHWTENBbHOM Najexe HavMeHOBaHWE OpraHn3aLun, HUXKe - HaMMeHoBaHWe CTPYKTYpPHOro nogpasgeneHus. Hanpumep:

OBY "HanmeHoBaHue
opraHusaumn”
®durHaHCOBOE ynpaBneHue

Mpy appecoBaHWM NUCbMa PYKOBOAUTEMIO CTPYKTYPHOrO noApasferieHnsl yKasblBalTcs B MMEHUTENbHOM Nagexe
HauMeHOBaHME OpraHu3auuu, HWKe - B [AaTeflbHOM MafeXe HavMeHOBaHWe [OMKHOCTM PYKOBOAWUTENS, BKMHOYaloLlee
HauMeHoBaHMWe CTPYKTYPHOro nogpasaeneHusi, oaMmunumio, uHuumansl. Hanpumep:

dBY "HaumeHoBaHue
opraHusauymn”
PykosoauTento JOroBOpHO-
npaBoBOro otaena
damunus N.0.

Mepen damunuelnn QOMKHOCTHOrO NuuUA AonyckaeTcs ynoTpebnsTb cokpaiweHue "r-Hy" (rocnogwuHy), ecnu appecar
MY>X4YMHa, nnn "r-xe" (rocnoxe), ecrnv agpecar XeHLMHa, HanpumMep:

r-Hy ®amununa N.0.
r-xe ®amunusa N.0.

Mpu paccbinke JOKYMEHTa rpynne opraHvM3auuii OQHOTO TWMa WM B CTPYKTYPHble nogpasfeneHusi ogHoOM opraHu3auuu,
agpecar ykasblBaeTcst 0606LwweHHo. Hanpumep:

PykosoauTenam cunuanos
OBY "HaumeHoBaHue
opraHmusauymn”

PykoBoguTtenam ynpasneHum
v otoenos PBY
"HanmeHoBaHue opraHmsaumm”

Mpu pacceinke OOKYMEHTa He BCeM OpraHv3aumsM Unu CTPYKTYPHbIM roapasfeneHnsM nog peksusutom "Agpecat” B
ckobkax ykasbiBaeTcs: "(no cnucky)". Hanprumep:

PykosoaunTenam ynpaeneHuin
n otaenos ®BY "HanmeHoBaHue
opraHusauumn”
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(no cnncky)

Cnuncok PaccCbIJIKNn COCTaBNnAETCA UCMOJTHUTENEM.

Ecnv nucbmo HanpaensieTcsl B opraHu3auutio UnvM OOMKHOCTHOMY WLy W AOnsi CBeAEeHUs elle psigy opraHuMsaumin unm
OOIMKHOCTHBLIX L, obllee KOnuM4yecTBO ajpecaToB He [OMKHO ObiTb Oonee 4YeTbipex, Npu STOM OCHOBHOW agpecar
yKasblBaeTcsi nepBbIM, crioBo "Konus" nepeq BTOpbIM, TPETbMM, YETBEPTLIM agpecataMmy He nevataeTcs.

B coctaB pekBusmTa "Agpecat’ MOXET BXOOUTb MOYTOBbIM agpec. OneMeHTbl MOYTOBOrO afpeca YKasblBalTCH B
nocneaoBaTenbHOCTH, YCTaHOBINEHHON [IpaBunaMm okasaHus YCyr No4TOBON CBA3N E

2 MyHkT 22 MpaBuil okasaHWs YCyr MOYTOBON CBA3W, YTBEPXAEHHbLIX NPUKasoM MUHWCTEPCTBA CBA3W WM MAacCOBbIX

KoMMmyHukauun Poccuiickon Penepauum ot 31 utona 2014 . N 234 (3apeructpmupoBaH B MuHucTepcTBe toctuumm Poccuiickom
depnepauun 26 gekabps 2014 r., peructpaumoHHein N 35442), ¢ UsMeHeHUAMN, BHECEHHbIMU NPYKa3oM MWHUCTEPCTBA CBA3M U
MaccoBbIX KOMMYyHuKauui Poccuinckon Pepepaumm ot 13 dhespana 2018 . N 61 "O BHeCeHMM M3MEHEHWA B NpuKas
MuHUCTEpPCTBA CBSA3N U MAaccoBbIX KOMMYHuKauun Poccuiickon ®enepauun ot 31 uong 2014 . N 234 "O6 yTBepxaeHumn
[paBun okasaHua ycnayr NovToBon cBasun" (3apeructpupoBaH B MuHuctepcTtee toctuuumn Poccuiickon ®epepauun 28 mapta
2018 r., peructpauuoHHbin N 50545).

a) ana ropungn4eckoro numua - nonHoe unn cokpaweHHoe HanmMmeHoBaHue (I'Ipl/l HaJ'IVI'-WII/I), anga rpaxgaHuHa - d)aMVIJ'II/IFI,
nM4A, OT4eCTBO (nocnep,Hee npu HaJ'II/IHI/II/I);

6) GaHKOBCKME pPEKBM3WUTLI (AN MOYTOBbLIX NEPEBOAOB, HaNPaBMNSEMbIX PUANYECKOMY NULY WM NPUHMMAEMbIX OT
ropugu4eckoro nuua);

B) Ha3BaHue ynuupl, HOMep AoMa, HOMep KBapTUphI;

r) Ha3aBaHWe HaceneHHoro NyHKTa;

[) Ha3BaHuWe panoHa;

€) Ha3BaHue pecnybnuku, kpas, obrnacti, aBTOHOMHOro okpyra (obnactn);
) Ha3BaHWe CTpaHbl (4N MeXAyHapoaHbIX MOYTOBbLIX OTMpaBNeHnit);

3) NOYTOBbLIN MHAEKC.

MoyToBLIN agpec He ykasblBaeTCsi B JOKYMEHTAX, HanpaBsieMblX B BbICLUWE OpraHbl BNAcTy, BbILLECTOSILLME OpraHu3aLum,
NoABEOOMCTBEHHbIE OpraHM3auuM M MOCTOSIHHBIM KOPPECNOHAEHTAM (32 WCKIMIOYEHWEM HamnpaBreHUst MUCEM YKasaHHbIM
agpecaTam B KOHBEPTaxX C NPO3payHbIMU OKHaMM).

Mpn oTnpaBke NUCbMa MO 3FIEKTPOHHOW MOYTE UM PaKCUMUNBHOM CBA3N (6e3 A0CHINKM MO No4vTe) NOYTOBLIA agpec He
ykasbiBaetcs. [pn HeoBxoaMMOCTM MOXET ObITb YKa3aH aNEKTPOHHbIM agpec (Homep TenedoHa/dakca). Hanpumep:

OBY "HanmeHoBaHue
opraHusaumn”
OnNeKTPOHHbIN agpec

2.41. Tpnc yTBEPXOEHNA OOKYMEHTA NPOCTABMNSAETCS HA AOKYMEHTax B NpaBOM BepXHEM Yriy NepBOro nucta SOKYMeHTa.
CTpoKu pekBM3MTa BbIPAaBHUBAKOTCS MO IEBOMY KPato UIU LIEHTPYIOTCA OTHOCUTENBbHO CaMOW ANIMHHOWN CTPOKMW.

Mpu yTBEPXOEHUN OOKYMEHTa COGCTBEHHOPYYHOW MOAMUCHI0 AOIMKHOCTHOMO nuua rpud yTBEepXKAEeHWst COCTOUT U3 crnosa
"YTBEPXOAHKD", HanmeHOBaHUSI OOMMKHOCTM NuLLA, YTBEPXKAAIOWEro AOKYMEHT, ero Noanucu, uHuumanos, damunum n oathbl
yTBepxaeHus. Hanpumep:

YTBEPXOAIO
Oupektop ®BY "HanmeHoBaHue
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opraHusaumn”
lNodnuck nN.0.Pamunusa
[ata

Mpn yTBEPXKOEHUM OOKYMEHTa pacnopsamTernbHbiM OKYMEHTOM rpud yTBEPXKAEHMA cocTouT M3 croea "YTBEPXIOEH"
("YTBEP>XOEHA", "YTBEPXOEHbI" vnn "YTBEPXOEHO"), cormacoBaHHOro C HauMeHOBaHMEM BMAa YTBEPXOaemoro
AOKYMeHTa, Ha3BaHUs BUAA pacrnopsianTenbHOro JOKYMEHTa B TBOPUTENBLHOM Nagexe, ero aartbl, Homepa. Hanpumep:

(PernameHT) YTBEP>XOEH
npukasom ®BY "HanmeHoBaHue
opraHmusauymn”
oT 5 okTabpst 2017 . N 82

(Mpasuna) YTBEP>XXOEHbI
npukasom ®BY "HaumeHoBaHue
opraHusaumn”
oT 5 okTa6psa 2017 r. N 83

Mpwv yTBEPXKAEHUN AOKYMEHTa KomnernanbHbIM, CoBeLLaTernbHbIM U MHBIM OpraHoM, peLleHnst KOTOPOoro OUKCUPYOTCS B

npoToKone, B rpude yTBepXaeH sl ykasblBaeTcsl, HAMMeHOBaHWeE opraHa, Aata U HoMep NpoTokora (B ckobkax). Hanpumep:

(MonoxeHue) YTBEPXOEHO
Hay4HO-TeXHN4YecKkMM COBETOM
OBY "MHHoBauna"
(npoTokon ot 12.09.2017 N 12)

2.42. 3aronoBoOK K TEKCTY - KpaTkoe coepxaHue OoKyMmeHTa. Ecnuv 3aronoBok K TEKCTY OTBeYaeT Ha Bornpoc "o yem?", oH
HaunHaeTca ¢ npegnora "O" ("O6"). Ecnu 3aronoBok k TEKCTy OTBEYAET Ha BOMPOC "4ero?", OH COCTaBMSIET OA4HO LENoe ¢
Ha3BaHWeM BvAa AOKYMeHTa. Hanpumep:

npukas (0 4ém?) o cosgaHum aTTecTalMoOHHON KOMUCCUU

nMcbmo (0 YEM?) 0 NpefocTaBneHun nHopmMauum

akT (4ero?) npuema-nepegayun gen

npoToKon (4Yero?) 3acegaHus aKCNepTHON KOMUCCUM

3aronoBoK k TeKCTy 0hopMIISieTCs Mo pekeuanTamu 6raHka cresa, OT rpaHuLbl IeBoro noss.

2.43. TekcT OOKYMEHTa COCTaBMAETCS Ha rocygapcTtBeHHOM sA3blke Poccuiickon ®egepaumm unm rocyaapCTtBEHHOM S3biKe
(asblkax) pecnybnuk B coctaBe Poccuiickon depepauum B COOTBETCTBUM C 3aKOHOAATENbCTBOM pecnybnuk B cocTaBe

Poccwiickoi Pegepaumn? .

8 B3akon Poccuiickonn Penepauumn ot 25 oktabpa 1991 r. N 1807-1 "O asbikax Haponos Poccuiickon Penepaumu”
(BegpomocTn cbesda HapogHbix genytatoB U BepxoBHoro Coseta Poccuiickon ®epepauum ot 12 pgekabps 1991 r, N 50,
c1.1740; CobpaHne 3akoHogaTenbctBa Poccuickon ®epepaumm, 1998, N 31, c1.3804; 2002, N 50, ct.4926; 2013, N 27,
cT.3477; 2014, N 11, c1.1094).

Tekct OOKYyMeHTa OOJKeH ObITb cOCcTaBneH rpamMmoTHO, ACHO, MOHATHO U NO BO3MOXXHOCTU KpaTKo. TekcT OOKYMeHTa [OJIKEeH
cogepXxaTtb OOCTOBEPHYIO U aKTyallbHYHO VIHd)OpMaLI,VII'O, AOCTaTO4YHYO ONA NPUHATUA peu.leHm7| Unn nx ncnosHeHuna, He OorxXeH
[onycKkaTtb pa3fiMyHbIX TONMKOBaHUNA.

B TekcTe OOKyMeHTa, NnoArotoBlieHHOM Ha OCHOBaHUW 3aKOoHOAATENIbHbIX UITN UHbIX HOPMAaTUBHbLIX NMPaBOBbIX aKTOB, paHee
n3gaHHbIX pacnopAaanTenbHblX AOKYMEHTOB, YKa3blBalOTCA UX PEKBU3UTDbI:
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HanMeHOBaHMWe [OOKyMeHTa, HanmMmeHOBaHWe OpraHa BIiactu (OpFaHVI3aLI,VII/I), VI3,D,aBLIJeFO(eI7I) OOKYMEHT, Ooata OOKYMEeHTa,
perl/lCTpaLl,I/IOHHbIVI HOMep OOKYMEHTa, 3arorfioBOK K TEKCTY;

HanMeHOBaHWe opraHn3auunn nnn OoJMKHOCTHOIO nnua, yTteepamBLlero OKYMEeHT, AaTta yTBepXaeHNUA JOKYMEHTa.

TekcT QOKYMEHTa MOXET cofepXaTb pasfenbl, nogpasgenbl, NyHKTbl, NOAMYHKTbI, HyMepyeMble apabckumu uudpamm.
YpoBHel pybpukauum TekcTa He LOIMKHO BbiTb Goree YeTbIpex.

TeKkcT 4OKYMEHTa nsnaraeTcs:
B NpuKasax, U3gaHHbIX eAnHONMWUYHO, - OT NEePBOro Nnua eanHCTBEHHOro Yncna ("... npukasbisatn");

B MpuKasax, “3gaHHbIX COBMECTHO AByMS unu Gornee opraHusaumsimu, - OT NMEpBOro nuua MHoXecTBeHHoro yucna ("...
npukassiaem");

B NPOTOKONax 3acedaHui - oT TPeTbero nmua MHoxecteseHHoro dncna ("CIYLWANW", "BbICTYMUIN", "MOCTAHOBUITA"
unw "PELUNNN"Y;

B AEnoBblX NUCbMax, OOPMIIEHHbIX Ha OnaHkax opraHv3auuu, - OT NepBOro NnLA@ MHOXECTBEHHOro uyucna (Mpocum,
Hanpaensiem, npegnaraem) unu ot TPETbLEro Nuua eaMHCTBEHHOro yucna ("npegnpusitue He Bo3pakaer...", "MHCTUTYT cunTaet

BO3MOXHbIM...");

B AEnoBbIX NMCbMax, 0OPMIIEHHbIX Ha AOMKHOCTHbLIX GnaHkax, - OT NepBoro nvua eguHcTBeHHoro yucna ("npowy...",
"npegnarato...");

B OOKNagHbIX M CnyXebHbIX 3anuckax, 3asiBNeHusiXx - OT MepBOro nuua eguHcTBeHHoro uucna ("npowy...", "cuyuTato
HeobxoanmbIMm...");

B JOKYMEHTax, yCTaHaBnuBarmowmx yHKUMKU (06S3aHHOCTW), MpaBa M OTBETCTBEHHOCTb CTPYKTYPHLIX MOApasfeneHui,

paboTHMKOB (MONOXEHUE, MHCTPYKLUMS), a Takke COAEpKaLUMX onMcaHme cuTyauun, aHanm3 akToB 1 BbiBOAb! (aKT, cnpaeka),
ucrnonb3yetrcs opmMa W3MOXKEHUsI TeKcTa OT TPeTbero nuua €eOUMHCTBEHHOTO WM  MHOXEeCTBeHHoro uwucna ("otaen

OCYLLECTBNSIET PYHKLUMN...", "KOMUCCHSA NpOoBena NpoBepKy...").

Mpy nogrotoBke TeKCTa [HOKYMeHTa crefdyeT cobniodaTb npaBuna  HanvcaHusi oduumarnbHbiX  HavMeHOBaHWM,
YUCTIUTENBHBIX M €QUHUL, U3MEPEHUS.

B TekcTax JOKyMEHTOB ynoTpebnsioTcst obLenprHATbIe abbpeBuaTtypbl U rpaduveckne CoKpalleHusl.
Mpu ykasaHum B TekcTe haMmunmm nuua MH1Lmarnbl CTaBsiTcs nocre pammnum.
B genoBbix (CnyebHbIX) NMCbMax NCMONb3YyTCS:
BCTYNUTENbHOE ObpaLleHune:
YBaxaemein rocnoguH MNpepcenartens!

YBaxaeMblin rocnogmH MuHmnctp!

YBaxkaembili rocnoavH VieaHos!

YBaxkaemas rocnoxa lNetposa!

YBaxaembin MBaH MNeTtpoBuy!
YBaxxaemas AHHa HukonaeBHa!

YBaxaemble rocnoaa!
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3aknoumTensHasa aTukeTHasa gpasa: "C yBaxeHuewm, ...".

HanmeHoBaHue OOMKHOCTU B o6pau.|,eH|/|v| nuLeTcAa C ﬂpOI'II/ICHOI7| 6yKBbI, B 06pau.|,eHV||/| no CbaMI/IJ'II/IVI MHMUnanbsl nmua He
YKa3blBakOTCA.

2.44. OtmeTka o NPUNOXEeHUN coOoepXnT cBeeHuA O OOKYMeHTe (,D,OKyMeHTaX), npunaraemMomMm K conposoaunTeESlIbHOMY
nMMcbMy, MHOMY VIH(.bOpMaLI,I/IOHHO-CI'IpaBOLIHOMy OOKYMEHTY, Unn O TOM, YTO OOKYMEHT ABNAETCA NpUoXxXeHnem K OCHOBHOMY

[OKYMEHTY (HOPMaTUBHOMY, pacnopsAUTENbHOMY UMK UHOMY).

B conpoBoguUTeribHbIX NUCbMax W  Opyrux MH(*)OpMaLI,VIOHHO-CﬂpaBO'-IHbIX OOKYMEeHTax OTMEeTKa O MNpUunoXeHun
Od)OpMJ'IFleTC‘iI no4 TEKCTOM OT rpaHuubl NieBoro nona cnegyrowmm o6pasoM:

ecnv NpunoXxeHne HasBaHo B TekcTe: MNpunoxexue: Ha 2 n. B 1 3ka.

€CInn NpUIoXeHne He Ha3BaHO B TEKCTE UMW €Cru NPUNOXEHUI HECKOMNbKO:

MpunoxeHue: 1. MNMonoxeHne 06 YnpasneHnn permoHanbHOro KpeauToBaHusa Ha 5 . B 1 3Kka3.

2. CnpaBka 0 KagpOBOM cOCTaBe YnpaBneHus permoHanbHOro KpeauToBaHus Ha 2 . B 1 aka.

€ecnv NpunoxeHue (NpunoxxeHuns) copoLuopoBaHo(bl):

MpunoxeHue: B 2 3k3. MNpunoxenune: ot4et 0 HAP B 2 3K3.

€CIn JOKYMEHT, ABMNAIOLLMNCS NMPUNOXKEHNEM, UMEET NPUMNOXEHUS C CAMOCTOSTENBHON HyMepaLuuen CTpaHuL:
MpunoxeHune: gorosop Bo3Me3gHoro okasaHms ycnyr ot 05.09.2017 N 32-17/72 n npunoxeHus kK Hemy, BCero Ha 7 1.
€CInn NMCbMO HanpaeBnseTCsl HECKONbKUM agpecaTtaM, a JOKYMEHT-NPUNOXeHNe TONbKO NepBoMy aapecary:
MpunoxeHne: Ha 3 n. B 1 9K3. TONMbKO B NepBbIN agpec.

€CI1 NPUIOXEHNEM ABNATCA AOKYMEHTbI, 3anncaHHble Ha Pusnyeckn 060CoBNEHHbIV ANEKTPOHHbIN HOCUTENb:
Mpunoxexne: DVD-R B 1 aka.

Mpn aToM Ha Bknagbilwe (KOHBEpPTE), B KOTOPLIA MOMELLAETCH HOCUTEMb, YKasblBAOTCS HaUMEHOBaHUS [OOKYMEHTOB,
3anncaHHbIX Ha HocuTenb, UMeHa (alinoB, o6bemM B GanTax.

B pacnopsautenbHbIX OOKYMeHTax (npukasax, pacrnopsiKeHWsix), [OroBopax, MONOXKEHMUsIX, NpaBunax, WHCTPYKLMSX K
APYrMX JOKYMEHTaxX OTMETKa O NPUNoXeHUn ocpopmMsieTcs crnegytoLlmmMm obpasom:

B TEKCTe JOKYMEHTa Nnpv NepBOM YMOMWHAHUN OOKYMEHTa-NPUITOXKEHNS B CKODOKax yKasbiBaeTcs: ...(MPUIoXeHne) unm ...
(npunoxenue 1), (npunoxenne N 1);

Ha NepBOM JINCTEe OOKYMEHTa-NMpuiioXXeHnd B NpaBOM BEPXHEM YIT1y YKa3blBaeTCA:

MpunoxeHue N 2

K npukasdy ®bY "HavnmeHoBaHne
opraHmsaumn”

ot 15.08.2017 N 112

Ecnn npunoXxeHmnem K pacnopagnteribHOMY LOOKYMEHTY ABNAETCA NoKanbHbIN HOpMaTI/IBHbIIZ aKT UM UHON LOOKYMEHT,
yTBep)K,CI,aeMbIVI OaHHbIM pacnopAaanTenbHbIM OOKYMEHTOM, Ha NepBOM JINCTE NPUINIOXKEHUA NpoCcTaBnAaAeTCcd OTMeTkKa O
npunnoXXeHnn (683 CCbIITIKM Ha paCFIOpF-lJJMTeJ'IbeIVI ,EI,OKyMeHT) n rpmd) yTBEPXOEHNA, B KOTOPOM YKa3blBalOTCA [OaHHbIe
pacnopAagnTeribHOro 4OKymMmeHTa, KOTOPbIM YTBepXAeH OOKYMEHT-NMPUI10XKeHne. Hanpmmep:
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MpunoxeHue N 1

YTBEPXOEHO

npukasom ®BY "HanmeHoBaHune
opraHmsaumn”

ot 18.09.2017 N 67

2.45. Mpudb cornacoBaHWsl MPOCTABASETCH Ha OOKYMEHTe B Crlyyae ero BHELHEero cornacoBaHus (cormacoBaHue c
opraHamu BnacTu, UHbIMW OpraHU3aLMsMm, OOMHKHOCTHLIMMW ULAaMK).
Mpnd cornacoBaHusi B 3aBUCUMOCTU OT BUAA OOKYMEHTA M 0COBEHHOCTEN ero 0hOPMIIEHNS MOXKET MPOCTaBNATLCH:

Ha NepBOM NMCTEe AOKYMEHTA (ECNU JAOKYMEHT UMEET TUTYIIbHbLIN JIACT, - Ha TUTYNbBHOM JICTE) B IEBOM BEPXHEM Iy Ha
YpOBHe rpuda yTBepxaeH1st Unv nog HauMeHoBaHMeM JOKYMeHTa Brivke K HUKHeMy Nosio);

Ha nocrnegHem nucTe JOKYMeHTa noj TEKCTOM;
Ha nu1cTe cornacoBaHusi, ABMNAIOLLEMCSt HEOTHEMITEMOM HYaCTbi0 JOKYMEHTA.
pud cornacosanns coctout n3 cnoea "COIMTIACOBAHQ", gomkHOCTM nnua, ¢ KOTOPbIM COrflacoBaH AOKYMEHT (BKIoYas

HanMeHoBaHue OpFaHI/ISaLI,VIVI), ero COﬁCTBGHHOpyLIHOVI nognucun, nHuumanos, d)ammnmm, [Oartbl corfnacoBaHuA. Hanpmmep:

COITIACOBAHO
leHeparnbHbIN MpeKkTop
®dBY "HaumeHoBaHue

opraHusaumn”
lNodnuck n.0. damunus
[ata

Ecnu cornacoeaHve OCYLLECTBRSAETCA KomnervanbHbIM, COBellaTeNbHbIM MMM UHBIM OpraHoMm, B rpudpe cornacosaHust
yKasblBaloTCca cBefeHUs o6 opraHe, cormacoBaBlUeM [AOKYMEHT, AaTe M HOMepe MpOoTOKona, B KOTOPOM 3adMKCUMPOBaHO
pelleHVe O cornacoBaHuW. Ecnu cornacoeaHve OCYLIECTBSETCA NUCbMOM, YKasblBaloTCA BWUA AOKYMEHTa, HavMeHoBaHue
opraHu3saumu, cornacoBasLLei JOKYMEHT, Aata 1 Homep nucbma. Hanpumep:

COIMACOBAHO
Hay4Ho-TexHNn4ecKkMM COBETOM
OBY "HammeHoBaHue opraHmsaumn”

(npoTtokon ot N )
COITIACOBAHO

nucbmom OBY "HanmeHoBaHue
opraHusaumn”

oT N

2.46. BHyTpeHHee cornacoBaHue AoKymeHTa odhopmMnseTcs Bu3on. Busa BoipaxaeT MHEHWe nuua, BU3UPYIOLLEro NpoekT
OOKYMeHTa, 1 BKMOYaeT: AOMMKHOCTb N1ua, BU3UPYIOLEro AOKYMEHT, NoAnuch, paclumdpoBKy nognucu (MHMUmMansl, daMmmnmio)
1 naTy BusnpoBaHus. Hanpumep:

PykoBoauTenb topuandeckoro otaena
MModonucb  WN.O.®amunusa
Jata

Mpy HanWuMKn 3aMeyaHnin K JOKYMEHTY BU3Yy OhOPMIISIOT CreaytoLmm obpasom:
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3amevaHuns npunararTcs.
PykoBoauTenb topuanydeckoro otaena
Modnuce WN.0. damnnus

[aTta

B OOKYyMeHTaXx, NOAJTMHHUKN KOTOPbIX XPaHATCA B OopraHu3aunn, BU3bl NPOCTABNAKT Ha nocrneaHem nnucte AOKyMeHTa noa

noanuceto, Ha 0bopoTe nocrnegHero nMcTa NoANMHHWKa AOKYMEHTa UMK Ha NUCTe cornacoBaHus (BU3NPOBaHUs), NpuiaraemMom
K LOKYMEHTY.

B ncxogawmnx OOKYMEeHTaXx BM3bl NPOCTaBAKTCA Ha 3K3eMniidpax 4OKYMEeHTOB, NoMellaeMblX B ef0.
Mo YCMOTPEHNI OpraHn3aummn MOXeT NPUMEHATbLCA NOJNIMCTHOE BU3NpoBaHME JOKYMEHTa 1 ero npvu'|0>|<eH|/||7|.

CornacoBaHue nNpoOeKTOB AOKYMEHTOB (BHELIHEe, BHYTPEHHEE) OCYLUECTBMAETCA B COOTBETCTBMM C OyHkTamu 4.1-4.11
[puMepPHON UHCTRYKLIUM.

2.47. Toagnucb BKMOYaeT: HaMMeHOBaHME [OSHKHOCTM Juua, MOAMUCHIBAOLLErO AOKYMEHT, ero COGCTBEHHOPYYHYIO
noAnvch, MHMUMansl, damMunuio. Hanpumep:

eHepanbHbIN gMpekTop lodnucek N.0.damunus
Ecnu pgokymeHT odopMrieH He Ha OnaHke, B HaMMEHOBaHME [OOIMKHOCTU BKIMHYAETCS HaMMEHOBaHWE OpraHu3auuu.
Hanpumep:

eHepanbHbIN gupekTop
®BY "HanmeHoBaHue

opraHusaymm™ lNodnuck N.0. damunus

Mpu odpopmneHnn gokyMeHTa Ha BnaHke JOMKHOCTHOIO Nvua AOMKHOCTb 3TOMo Nvua B NOANUCK He yKasbiBaeTcs.
lModnucek N.0. damunus
Mpy nognucaHnM OOKYMEHTa HECKONbKUMMW AOMKHOCTHBIMU NMUAMK, 3aHUMAaKOLWMMU pa3Hoe MOSIOKEHUe, UX MOANUCK
pacrionaratoTcsi ogHa nod Apyroi B NocrnefoBaTenbHOCTI, COOTBETCTBYIOLLEN CTaTycy AOMKHOCTW. Hanpumep:

leHepanbHbIV ANPEKTOP lModnucwk N.0. damunus
MmaBHbI Gyxrantep lModnucsk N.0. damunus

Mpu nognucaHun AOKyMEHTa HeCKONMbKUMW NYLaMU paBHbIX OOMKHOCTEN MX NOANMUCKU pacnonaralTcs Ha OLHOM YpPOBHe.
Hanpuwmep:

3amecTtuTenb aMpekTopa 3amecTuTenb AnpekTopa
no oMHaHCOBLIM BOMpocamM no agMMHUCTPAaTMBHLIM BONpocam
lNodnucek n.0. damunusa lModnucek N.0. damunus

B AOKYMeHTaXx, NoArotToBfiEHHbIX Komuccuen, B nognucum YKa3blBaeTCA CTaTycC Jimua B coctaBe KOMUCCUN. Hanpmmep:

Mpencepatens Komuccmum lNodnuck N.0. bamunus
YneHbl komuccum lNodnuck N.0. bamunus
lNodnuck n.0. damunus

Mpy nognucaHuM OOKYMEHTa fMLOM, UCMOMHALWMM 06S3aHHOCTY pyKoBOAMTENS, NOANUCb OGPOPMIIAETCA C yKasaHUeM
cTaTyca [OMKHOCTHOrO NMa B COOTBETCTBUW C NpUKa3oM (pacnopspkeHunem). Hanpumep:
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W.o. oupekTopa lodnucek n.0. damunus
nnu:
VcnonHsawowmin 06s3aHHOCTM AnpekTopa lModnucek N.0. damunus

Mpv nognucaHuM AOKYMEHTa NWLOM, MMEWWUM MpaBO MOAMMCKM B Cllyd4ae BPEMEHHOrO OTCYTCTBMSI pyKOBOAMTENS,
UCMpPaBfeHNss B HaUMEHOBaHWE [OOMKHOCTM M pacluMpoBKY (amMunuMu NOArOTOBMEHHOTO M COMMacoBaHHOMO MNpoeKTa
AOKYMEHTa BHOCSTCSI OT PyKM MNKU C UCMONb30BaHWEM COOTBETCTBYIOLLMX LITAMNoB. He gonyckaetcs cTaBUTb KOCYHO YepTy,
Hagnuce "3a" nepes HauMeHoOBaHWEM OOMKHOCTU N1La B NOANMUCHU, CN OKYMEHT NOAMNUCLIBAET NHOE AOSMKHOCTHOE NULIO.

2.48. OTmeTka 00 9nEKTPOHHOW NOAMMCU WCMOMb3yeTCs AN BM3yanu3auuu SreKTPOHHOM MOAMMCK Nonydarenem
OOKyMeHTa npu obMeHe 3MNeKTPOHHbIMW [OKYMEHTaMW, MNOAMUCAHHLIMU YCUMEHHOW KBanuuuupoBaHHOW 3MNEKTPOHHOMN
NOANUCHIO.

B cooTBeTCTBUM C 3aKoHoaaTenbcTBoM Poccuiickon denepaumnll oTmeTka 06 aneKkTpoHHOM nognucy opmupyeTcs u

BU3yanuanpyeTcs nporpamMHbiMu cpeactBamu. OTMeTka 00 3MeKkTPOHHOM nmognucu BkodaeT dpasy "[okymMeHT nognucaH
3NEKTPOHHOW MOAMUCBIO", HOMEp cepTudukata Kn4va 9NeKTPOHHOW noanucu, damunuio, UMs, OTYeCTBO Bragenbua
cepTudumkarta, Cpok AencTeusa ceptudmkaTa Kroda anekTpoHHon nognucn. Hanpuvep:

10 Mpukas MuHMCTEPCTBa CBS3M U MAacCOBbIX KOMMYHUKauuii Poccuiickon ®enepaunm n PeaepanbHon cnyx6bl oXpaHsbl

Poccunckon Penepauun ot 27 maa 2015 r. N 186/258 "O6 yrBepxaeHun TpebGoBaHUN K OpPraHn3aLmMOHHO-TEXHUYECKOMY.
B3aMMOJENCTBUIO FOCYAAPCTBEHHbIX OPraHOB W TrOCYAapCTBEHHbIX OpraHv3auui NocpeacTBoM obMeHa [OoKyMeHTamu B
9MeKTPOHHOM BuAe" (3apeructpupoBaH B MuHuctepctBe toctuumm Poccuiickon ®epepaumm 22 ceHtabpa 2015 r,
pernctpaunoHHbin N 38956).

OupekTop AJOKYMEHT NOANMMNCAH N.O. damunus
QNEKTPOHHOWM NOAMUCHLIO
Ceptudmkar 1a111aaa000000000011
Bnapeney ®amunusa Mma OtyecTtBo
OencteuteneH ¢ 01.12.2012 no 01.12.2017

Moanucanue (yTBEPXOEHUE) AOKYMEHTA OCYLLECTBISETCH B COOTBETCTBUM C NYHKTOM 2.47 [MPpUMERHON UHCTRYKLIUN.

2.49. lMevaTb 3aBepsieT MOLMWHHOCTb MOAMMCU OOSMKHOCTHOrO fvua Ha AOKYMEHTaX, YAOCTOBEPSOLWMX MpaBa nv,
dukcupyrowmx ¢akTbl, CBsI3aHHble C (DUHAHCOBLIMM CPeACTBaMW, a TaKKe Ha MHbIX AOKYMEHTaX, npegycmaTpuBatoLLmMX
3aBepeHne NoANMCH nevaTblo B COOTBETCTBMM C 3aKOoHoAaTenbcTBOM Poccuickon ®enepaumn.

[okymeHTbl 3aBepsIoT nevaTblo opraHusauun. MevyaTtb NPOCTaBRSIETCS, HE 3axBaTbiBas COOCTBEHHOPYYHOW nognucy nuua,
noanucasLIero AOKYMEHT, unu B mecte, 06o3HaveHHoM "MI" ("MecTo neuatun").

2.50. OTmeTka 06 ncrnonHuTene BKYaeT haMunmio, UMsi U OTYECTBO (MPU HanM4YMmM) UCMOMNHUTENS, HOMEep ero TenedoHa.
OTmeTka 06 ucnonHuTene MoXeT OOMOMHATLCA HAUMEHOBAHMEM LOIMKHOCTU, CTPYKTYPHOrO NOApasfeneHnst U SreKTPOHHbIM
agpecom ucnonHutens. Otmetka 06 mcnonHuTene odOpPMMSIETCS Ha NULEBOW CTOPOHE MOCMNEeOHEero nucta AOKYMEeHTa OT
rpaHu1Lbl EBOro NoMs Unu, Npu OTCYyTCTBMU MECTa, - Ha 0OOPOTHOWM CTOPOHE NUcTa BHU3Y crieBa. Hanpumep:

UnbuH Unbsa Unbny, OTaoen ynpasneHnsi nepcoHanom, BeayLLmMn cnewumanuct
+7(495) 924-45-67, llyin_lv@techno.ru

OtmeTka 06 ncnonHuTene Moxer O(bOpMJ'IFlTbCﬂ KaK HVKHUR KOJIOHTUTYI1 U NeYvyaTaTbCA LIJpI/IdJTOM MeHbLUero pasmepa.

2.51. OTmeTKa O 3aBepeHMn Konuu oopMnsaeTcs AN NOATBEPXAEHWUS COOTBETCTBUA KOMUU AOKYMeHTa (BbIMUCKA U3
OOKYMEHTa) MOASIMHHUKY AoKkyMeHTa. OTMeTKa O 3aBEepeHMU KONMUM NpOCTaBnsieTcsl Ha CBOOGOAHOM OT TekcTa MecTe unu, npwm
OTCYTCTBUM CBOOOAHONO MecTa Ha NULEBON CTOPOHE [OKYMeHTa, Ha 00OopoTe [OKYMeHTa M BKIKOYaeT: crioBo "BepHo",
HaMMEHOBaHNE OOMMKHOCTU NN, 3aBEPUBLLETO KOMUIO; ero COOCTBEHHOPYYHYIO NMOANUCH; pacLuMdPOBKY NOANUCKU (MHULUMANbI,
damunuio); aaty 3aBepeHust Konuu (BbIMUCKN N3 AOKYMEHTA).
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Ecnu konua BolgaeTtca ons npencraeneHna B opyryro opraHm3auynio, OTMETKa O 3aBepeHUn Konum OonorHAEeTCA 3anncbio o
MeCTe XpaHEeHUA OOKyMeHTa, C KOTOPOro Oblna nsroToBrneHa KOnunA, N 3aBepAaeTcd nevyatbio opraHn3auunn. Hanpmmep:

MoanvHHUK fokymeHTa HaxoguTcsa B OBY "HanmeHoBaHue opraHmsauun” B gene N 08-05 3a 2015 r."

BepHo
3aB. oT4enoM ynpasneHusi nepcoHanom lNodnuck n.0. damunus
Jata MNeuyatb

Ha konusax MHOTOCTPaHN4YHbIX OOKYMEHTOB OTMETKa O 3aBEepPEeHNN KON NPOCTaBIIAETCA Ha KaXaoM JTNCTe OOKYMEHTa Uinn
Ha nocnegHem nucte npownToro ninn CKpenmieHHoOro nHbiM 06pa30M AOKYyMEHTa. 3anncb 0 MecTe HaxoXAeHUsa NoaSIMHHUKAa
NPpOCTaBNAETCA TOJIbKO Ha nocnegHeM JNIucte AOKyMeHTa.

Ons 3aBepeHna Konnn AoKyMeHTa, N3roTOBMEHHOWN Ha 6yMa)KHOM HOcuTene, MOXeT NCNonb3oBaTbCA WTaMmn.
Konun ONEKTPOHHbIX OOKYMEHTOB, HanpaslAeMblX MNo VIH(bOpMaLJ,MOHHO-TeJ'IeKOMMyHMKaLI,MOHHOVI CeTn, 3aBepArTCA
SﬂeKTpOHHOVI noanncbio pykoBoauTena opraHm3auum mnm MHOro ynoriIHOMOYEeHHOro MM nuua W BbICbI1alOTCA nony4vartento C

conpoBoagnTeNnibHbIM NMCbMOM B (*)opme ANEeKTPOHHOro AOKyMeHTa.

Konun ONEKTPOHHbIX OOKYMEHTOB Ha d)VI3M'-IeCKVI 000COOMEHHbIX HOCUTENSX  BbICbINAOTCS nony4yarento C
conposogunTesribHbIM MMCbMOM Ha 6yMa)KHOM Hocutene.

B conpoBoguTensHOM MMCbME K KOMUSAM 3NEeKTPOHHbIX AOKYMEHTOB YKa3bIBaETCS:

HanmMeHoBaHMe MHHOPMALNOHHON CUCTEMBI, B KOTOPOW XPaHATCA LOKYMEHTHI;

HavMeHOBaHWs JOKYMEHTOB, KONUW KOTOPbIX HaMpaBrstoTCs NonyvaTento;

Ha3BaHWs hannoB JOKYMEHTOB C ykasaHnem chopmatoB ¢annos n obbema kaxgoro danna B bantax;
JaTa N3roToBMeHWS 1 3aBEPEHMS KOMUN.

Mpn aTOM Ha dusnyeckn o60cobrEeHHOM HOCUTENE HECMbIBAEMbIM MapKepoM ykasbiBaeTcs: "[punoxeHne K nucbmy OT
(pata) N ...".

Konusi aneKkTpoHHOro AOKyMeHTa, NMpeacTaBlieHHas B BUAE OOKYMEHTa Ha BymakHOM HocuTerne, 3aBepsieTcsl B MOpsgKe,
yCTaHOBNEHHOM [1pyMepHOM UHCTPYKUMEN AN 3aBEPEHUS KONUA JOKYMEHTOB Ha ByMaxXHOM HocuTene, C yKasaHWeM, B Kakowm
WH(OPMALIMOHHOW CUCTEME XPaHUTCS 3NEKTPOHHbIN JOKYMEHT.

2.52. OTMeTKa 0 MOCTYNNEHUN JOKYMEHTA CIYXWUT ANs NOATBEPXKAEHMS hakTa NOCTYNNEeHUs JOKYMEHTa B OpraHU3aumio v
BKIIOMAET ATy NOCTYNNEHUS U BXOASLUMIA PErMCTPaLMOHHbIA HOMep AOoKyMeHTa. MNpy HeoBXoAUMOCTU OTMETKa O NOCTYMNEHNUN
MOXXET [OOMOMHATLCS YKasaHMeM BpeMeHU NOCTYNMeHMs AOKYMEHTa B Yacax U MUHyTax U crnocoba A4OCTaBKU AOKYMEHTa.

OTtmeTka 0 NOCTYNJIEHNN JOKYMEeHTa MOXET NpOoCTaBIATbCA C MOMOLUbIO WTamMmna.

2.53. Pesontoums gormkHa cogepxaTtb yKadaHue no UCnoJiHeHUK OOKyMEeHTa. Pesontounsa O(bopMJ'IﬂeTCﬂ Ha cBOOGOOHOM
mecTe pa6oqero nona OOKyMEeHTa, Ha OnaHke pesonoumn mnnm BHOCUTCA HenocpeacTtBeHHO B CUCTEMY 3JJ1EKTPOHHOIo
D,OKyMeHTOO60p0Ta.

Pesontounss gomkHa BKMAYaTb: amunuvio, UHMUMAanNbl WUCMONHUTENst (UCMofHUTenen), MopyyYeHne Mo LOKYMEHTY
(KOHKpeTHOe 3afaHue Mo UCMOMHEHMNIO OKYMeHTa Ui oopMynMpOBKa LIEN pacCMOTPEHNs AOKyMEHTa), Npy HeobxoauMocCTy -
CPOK UCMONHEHWs1, NOANMCH MWL, BbIHECLLErO Pe3onioLuio, AaTy Pe3osoLun:

damunusa N.0., damunus N.0.
[Mpowly NoaroToBUTL NpeanoxXeHns
k 10.11.2017  [lodnuck

[ata
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CpOK NCMNOJNIHEHNA TMNOopy4YeHuAa He OOJKEeH YKadblBaTbCA, €Clin OH Ha3BaH B TEKCTe NoCTynuMBllero AOKyMeHTa |
pyKkoBOAUTENb HE CHUTaeT HeOGXO,EI,VIMbIM N3MEHUTb €ro B CTOPOHY COKpalleHUA uinn AeBndaeTcd TUNnoBbiM ONA OAaHHOro Buaa
OOKyMeHTa.

Mpun yKazaHM HECKOMbKUX UCMOMNHUTENEN haMunnmsa OTBETCTBEHHOTO UCMOMHUTENS yKasbiBaeTCA NepBon, NoavyepKMBaeTcs
unu obo3HavaeTcs crnoBom "oTB." ("OTBETCTBEHHbIN").

2.54. OTmMeTKa O KOHTpone CBWUOETENbCTBYET O MOCTAHOBKE [AOKYMEHTa Ha KOHTPONb, MPOCTaBMASETCHA LUTamMmnom
"KoHTponb" Ha BepxHEM Mone JOKYMEHTa.

2.55. OTMeTKa 0 HanpaeneHun JOKyMeHTa B 4eno onpeaensieT MecTo XpaHeHUs 4oKyMeHTa rnocrne 3aBeplueHusi paboTsl ¢
HMM W BKIlOYaeT: croea "B geno", nHaekc gena no HoMeHKnaTtype [efl, B KOTOpoe MoMelLaeTcs AOKYMEHT Ha XpaHeHuve, ¢
ykaszaHueM roga, JAOMKHOCTY Nua, ocpopMMBLLENO OTMETKY, Noanucu, aatel. Hanpumep:

B neno N 01-18 3a 2017 r.

3aB. 0TAENoM KOpropaTUBHbLIX NMPOEKTOB

lNodnuck [ata

OTmMeTka O HanpaBneHWM OOKYMEHTa B [OEero MOXET OOMONMHATbCS KpaTKMMW CBEOEHUMSIMM O XapaKTepe WCMONHEeHUs
OOKYMeHTa.

lll. TOArOTOBKA N O®OPMITEHUE OTAEJIbHbIX BUAOB AOKYMEHTOB

3.1. JlokanbHble HOpMaTMBHbIE akTbl (aanee - JIHA) opraHuMsauuu nsgarTca B BUAE NpaBuil, NOMOXEHWUA, UHCTPYKLNNA,
pernamMeHToB, NepeyHen, KnaccuunkaTtopoB 1 ApYrnx BUAOB AOKYyMeHToB. PekomeHayembii obpasey ocdopmnerusa JTHA Ha
npumepe MosfioKeHUs 0 CTPYKTYpHOM nogpasaeneHun (npunoxenue N 1).

NHA npuroGpeTaloT topuamyeckyto cuily nocrne WX YTBEepXKOEHUst pacrnopsiauTenbHbIM JOKYMEHTOM (MpUKasoM) wnu
HenocpeacTBEHHO PYKOBOAMTENEM OpraH13aLymn HLIM YMNONTHOMOYEHHBIM UM JIULIOM.

PykoBoguTenun CTpyKTYypHbIX nogpasfaeneHnin He Bnpaee nsgaeatb JIHA.

3.2. JIHA moryT 6bITb:

NOCTOSIHHO AencTByOLWMMY (6e3 OrpaHNYEHNs CpoKa NX MPUMEHEHUS);

BPEeMEHHbIMU (OENCTBYIOLLMMM B TEYEHME YKa3aHHOIO B HUX CpoKa Unu A0 HacTYNneHnsi onpeaeneHHoro cobbiTus).

3.3. OcHoBaHuem ans nsganus JIHA senstoTtes:

3aKoHoAaTenbHble U UHbIE HOPMAaTUBHbIE NpaBoBble akTbl Poccuiickon Penepauun (ykasbl 1 pacnopsbkeHus lNpesmageHTa
Poccunckon depepaunm, noctaHoBneHns n pacnopshkeHus [NpasutenbctBa Poccuiickon ®egepaummn, aktbl degepanbHbiX

OpraHoB VCMOSTHUTENbLHOM BNacTu);

3aKoHoaaTenbHble akTbl cybbekTa Poccunckon depepaunm, HOpMaATMBHLIE MPABOBbIE aKTbl OpPraHOB roOCY4apCTBEHHOMN
BnacTu cyobekta Poccunckon ®enepaumu;

paHee n3gaHHble B opraHm3auum JIHA n/unn pacnopsgutensHble JOKYMEHTHI.
3.4. IHA n3patotca B Luensx:

yCTaHOBMNEHMS1 HopM, TpebGoBaHW, NpaBWi B OTHOLIEHUW npeaMeTa HOPMATUBHOIO PerynupoBaHusi, paHee He
ABNSIBLUEMCS NPEAMETOM PEryriMpoBaHusi B OpraHm3aLuu;

M3MEHEHNs1 CYyLLECTBYIOLIMX HOpPM, TpeboBaHWI, MpaBui, YCTAHOBIMEHHbIX paHee W3gaHHbIMU  HOPMAaTMBHLIMM
AOKYMeHTamu;
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OTMEHbI paHee yCTaHOBJ1EHHbIX HOPM, TpeGOBaHVIIZ, npasun.

3.5. MpepnoxeHne o paspabotke npoekta JIHA BHOCMTCS pyKkOBOAMTENEM CTPYKTYPHOrO MOAPAa3sfeneHust Unn MHbIM
AOMKHOCTHBIM FTMLIOM.

3.6. JIHA paspabatbiBaeTcs B criyyae, ecrnu:

NMeETCH y4acToK paboTbl (BOMPOCH! AeATENBHOCTH), HYXXAAOLMIACA B HOPMaTVBHOM PEryrnMpoBaHuu;

TpebyeTcsl BHECEHNE 3HAUUTENBbHOro KONuM4ecTsa U3MeHeHn B paHee NpuHATbIN JTHA;

BbISIBNEHO HecKornbko JIHA, perynupyoLwmux cMexHble BONpOChI, KOTopble Lenecoobpa3Ho 06beaAnHNTb B OANH JOKYMEHT.

AkTyanusaumsa paHee npuHATbIX JIHA ocyllecTBnaeTcsa Yepes BHECEHUE B HUX U3MEHEHWN.

3.7. TlpeanoxeHne c obocHoBaHMeM HeobxoammocTn paspaboTkm Hoeoro JIHA npeacraensieTcsa pykoBoauTenem
CTPYKTYPHOrO noApasfaeneHns UM UHbIM YMNONTHOMOYEHHbIM [AOMMKHOCTHLIM MULOM PYKOBOAUTENIO OpraHu3aumm B dopme
AoknagHou (cnykebHow) 3annucku, B KOTOPOW U3naraeTcs:

BOMpPOC, TpebyloLwni peLleHuns, ¢ N3NoXeHemM OCHOBHbIX HanpasneHni, cnocoboB ero peLleHuns;

NPOrHO3 NOCNeACTBUN NPUHATUS HOPMATUBHOIO JOKYMEHTA;

opraHusaLMoHHble, KaapoBble, (hMHaHCOBbIE, MaTepuaribHO-TEXHUYECKUE W UHbIE MEPOMNPUSTUS, KOTopble Heobxoaumo
OyneT NPoBECTU B CBS3W C MPUHSATAEM HOPMATUBHOMO LOKYMEHTA;

nepeyeHb paHee nsaaHHbiX JIHA, nognexalumx oTMeHe B CBA3M C M3gaHMEM HOBOrO HOPMAaTMBHOTO OKYMEHTA;
npeanaraembiil Cpok Ans pa3paboTku NPoeKTa HOPMaTUBHOMO AOKYMEHTA.

3.8. CornacoBaHune npoektoB JIHA ocyulecTBnsieTcsi B COOTBETCTBMM C NyHKTamu 4.1-4.13 MNpruMepHON MHCTRYKLIUK.

3.9. JIHA yTBepxgaeTcsi NpuMKasoM PyKOBOAWUTEMS, €Crv OOHOBPEMEHHO C YTBEPXAEHMEM HOPMAaTMBHOIMO AOKYMeHTa
HeobXoaMMO MPUHSTL Mepbl OpraHn3aLVoOHHOrO, (PUHAHCOBOrO, TEXHUYECKOro, KagpOBOro WM WHOro XapakTepa M AaTb
COOTBETCTBYIOLLNE MOPYYEHUS PYKOBOAMTEMSM CTPYKTYPHbIX MOAPAa3neneHuin unn mHeiM paboTHMKaM OpraHusauuu, a Ttakke
€Cnn HeobX0AMMO BHECTU U3MEHEHMWS UMW NPU3HATb YTPaTMBLLMMU CUIY paHee yTBepxaeHHble JIHA.

3.10. N3meHeHuna B JIHA u otmeHa JIHA odopmnaloTcs nprvkasom pykoBOAUTENS opraHusauum UM MHOro AOMXHOCTHOMO
nvua, NpMHUMaBLLero pelleHne o6 yteepxaeHun JIHA.

NameHeHus B JIHA u otmeHa JIHA, yTBepXOeHHble HenocpencTBEHHO COOCTBEHHOPYYHOW MOAMMUCHIO PYKOBOAWUTENS
opraHusaumm Unm MHOro YnorTHOMOYEHHOMO UM AOMKHOCTHOIO nvua B rpude yTBepXaeHs, BHOCATCA NPUKasoM, n3gaBaemblM
pykoBoguTenem opraHu3aunm Unm UHbIM YNONHOMOYEHHBIM UM OOMKHOCTHBIM NNLIOM.

3.11. B TekcTe npukasa ob yTBepxaeHnn, uameHeHnn unu otmeHe JIHA ncnonb3ytotcs hopMynmpoBKu:

npu yteepxxgeHun Hosoro JIHA: "YTBepautb (HassaHue JIHA)" wnun "YTBepantb (HassaHue JIHA) 1 BBecTn B fencTtsme ¢
(nata)". Hanpumep:

1. YTBepauTh NonoxeHne 0 nokanbHbIX HOPMAaTMBHbBIX akTax opraHvM3auuu.

unu:

1. Y1Bepauth LTatHoe ..... opraHusaumm Ha 2018 rog n BBecTu ero B gencteue ¢ 1 aHeapsa 2018 r. (npunoxeHue).
npy BHECEHUWN N3MEHEHMI B paHee yTBepxaeHHbIn JIHA: "BHecTn nuameHeHns B (HassaHue JIHA). Hanpumep:

1. BHecTu cnegytowme nsmeHeHus B LUtatHoe pacnucaHmne Ha 2018 rog, yTBepxaeHHoe npukasom OBY "HanmeHoBaHue
opraHusauuun” ot 25 gekabpa 2017 r. N 345:...

[okyMeHT coxpaHeH ¢ noptana docs.cntd.ru — anekTpoHHoro coHaa us 6onee 25 000 000 HopMaTUBHO-NPABOBbLIX U HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB


http://docs.cntd.ru/
http://docs.cntd.ru/document/542623605#8Q20M5
http://docs.cntd.ru/document/542623605#8PO0LV

06 yTBepxaeHUn MprUMepHON MHCTPYKLMK NO AEeNONPOU3BOACTBY B rOCYAapCTBEHHbIX OpPraHn3aLmsax Crpanuua 20
lNpuka3 Pocapxusa om 11 anperns 2018 2. Ne 44

npy oTMeHe paHee yTeepxaeHHoro JIHA: "MNpusHaTe yTpatuswumm cuny (HaseaHue JIHA), ytBepxageHHoe ...". Hanpumep:

4. MpusHate yTpatMBwuM cuny [lonoxeHne o HEHOPMUMPOBAHHOM paboyem [JHe, YTBepXAEeHHOoe npukasom OBY
"HanmeHoBaHwne opraHunsaummn" ot 15 despans 2015 . N 22.

3.12. OcHoBHbIMK pekBuanTamu JIHA aBNAIOTCA: HaMMeHOBaHWEe opraHu3auun, HauMeHoBaHWe BuAa [OOKYMeHTa U
3arofioBOK K TEKCTY, COCTaBnsoLLMe O4HO Liernoe, rpud yTBepKaeHus, MecTo n3gaHusa AOKyMeHTa.

Ecnn NPOEKT JIHA saensetca MHOIOCTPaHNU4YHbIM U K HEMY O(.bOpMﬂﬂeTCﬂ TI/lTyJ'IbeIl7I JINCT, YKa3aHHbI€ Bblllle PEKBU3UTDI
pa3mMellaroTca Ha TUTYNbHOM JIUCTE.

3.13. VHdopmauma cnpaBoyHOro xapaktepa (rpadhmku, cxembl, Tabnuupbl, opMbl AOKYMEHTOB) odopMMsieTca B BuAe
npunoxeHunn k JIHA.

Ha npunoxenuax k JIHA ocopmnaeTca pekBusnT "oTMeTKa O NPUMIOXEHUN" B COOTBETCTBUM C OyHKTOM 2.44 [MpumepHon
MHCTRYKUMN.

3.14. JIHA BcTynaert B cuny B CPOK, YKa3aHHbIN B Npukase, KoTopbimM yTBepxaeH JIHA, unu ¢ gatel ytBepxxaeHus JIHA.

3.15. PacnopsaguTernbHble OOKYMEHTbl opraHusauuy nspattcst B hopMe NPUKa3oB U pacropsikeHuid. PekomeHayemble
06pasLbl 0ohopMIieHust Npukasa u pacrnopshkeHus (npunoxexusa N 2, 3).

Mpukasbl n3garTcd B Liensx ohopMIeHN peLLeHni:

HOPMaTMBHOIO XapakTepa (ecnu npukasom yTBepxkgaetca JIHA wunm npuHUMaeTcs pelleHvne opraHvM3auMoHHOro
XapakTtepa, Harnpumep, npukas o6 yTBep)XaeHUM CTPYKTYPbI U LUTATHON YACIIEHHOCTM OpraHM3aumm);

OpraHn3aLMoHHOro, agMWHUCTPATMBHOIO, B TOM YMCIie OMEpPaTUBHOMO XapakTepa Mo BONpocaM OCHOBHOW AesTeNbHOCTM
opraHusauuu.

3.16. MNpoekTbl NpMKas3oB NO OCHOBHOW LEeATESNIbHOCTM rOTOBAT CTPYKTYPHblEe NOApasAeneHns opraHm3aumm Ha OCHOBaHUM
nopyyeHun pykoBoacTea NMbo B MHMUMATMBHOM nopsiake. OTBETCTBEHHOCTb 3a Ka4eCTBEHHYH MOArOTOBKY MpOEeKTa mpukasa,
cornacoBaHue 1 npaBurnbHOEe ohopMIieHne NPoeKTa HeceT PyKOBOAMTENb NOAPa3aeNeHns], KOTOPbIN FOTOBUT NPOEKT Npukasa u
npencraBnsieT ero Ha Noanuch.

3.17. KoHTponb 3a npaBunbHOCTBEIO OOPMIEHUS MPOEKTOB MpuKasoB ocyulectenseTr Cnyxba pgenonpou3soacTea
opraHusavuu.

3.18. lMpukasbl, M3gaBaeMble B OopraHu3auuu, He OOSMKHbI MPOTUBOPEYUTbL 3akoHodaTenbcTBy Poccunckon depepaumum,
YcTaBy opraHusaumu, nokanbHbIM HOPpMaTUBHBLIM akTaM OpraHn3auum 1 paHee U3gaHHbIM npuKasam opraHusaumm.

3.19. MNpurKasbl N0 OCHOBHOW AEATENbHOCTM M34a0TCS:

BO MCMOSIHEHNE HOPMAaTUBHbIX NPABOBbLIX aKTOB OPraHOB rocygapCTBEHHOW BMACTU U BbILLECTOALLMX OpraHn3aumim;

B LIeNsiX OCYLLeCTBNEHNS ynpaBneHYeckon AeaTeNnbHOCTH, BbiTeKaloLlwen 13 yHKUMIA 1 3agady opraHMsauuu.

3.20. MNMpurka3sbl N0 OCHOBHOW AEATENbHOCTM COCTaBMAOTCHA Ha OCHOBE TLLAaTENbHOMO M BCECTOPOHHEro U3y4eHns BOMpPOCOB,
TpebyoLmx pa3peLleHmns, YToObl cogepallmecs B Npukasax nopyvyeHns 6binmM KOHKPETHbIMU, obecneynBannch 4OCTATOYHbIMM
MaTepuanbHO-TEXHNYECKUMM U (DMHAHCOBLIMW CPeACcTBaMM U B AanbHeEWeM WCKNoYanM HeobXoaMMOCTb KOPPEKTUPOBKU
MPUHATBIX PELLEHWI B CBSA3U C HEMOSTHOTOM UM HeopaboTKoW NpeabIayLLEro Npukasa.

3.21. MNpwukasbl opraHusaumMm odopMIAIOTCA Ha OnaHke npukasa C WUCMONb30BaHWEM CREAYIOLUX PEKBU3WMTOB: Aata
OOKYMEHTa, pPerncTpaumoHHbI HOMEpP OOKYMEHTa, 3arofioBOK K TEKCTY, TeKCT, moanucb. [lata n pernctpaumoHHbIn HOMep

nprkKasa npocTaBrdarTCA Nnocrne nognncaHna npukasa pykosogmtenem opraHm3aumn.

3.22. 3aronoBok K nprKasy nevataeTcsd Yepes oAvH MEXCTPOYHbIA MHTEPBan NoA pekBuautTamm bnaHka cnesa oT rpaHuupbl
nesoro nons. Toyka B KOHLIe 3arofioBka He cTaBUTCH. 3aronoBoK K npukasy dopmynupyetcsa ¢ npegnorom "o" ("o6"), kpaTko n
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TOYHO OTpaxas cofepxaHue TekcTa npukasa. Hanpumep:
06 yTBEpPXKAEHUM VIHCTPYKLMM NO AENONPOU3BOACTBY;
O nopsake UHaHCUPOBaHUS PekNnamMHON KaMnaHuu;
O co3aaHum 3KCNepTHON KOMUCCUM.

3.23. TekcT npuKasa CcOCTOMT U3 ABYX YacTeln: obocHoBaHus (Nnpeambynbl) U pacnopsanTensHon Yactn. B obocHoBaHmm
yKa3blBaeTCsa OCHOBaHWe, NpuyMHa unu Luenb u3gaHna AokymeHTta. Hanpumep:

B cooteBetctBMM C npukasoM MuHUCTepcTBa CBA3M M MacCOBbIX KOMMyHuKauui ot 25 gekabps 2014 r. N 1494 "O6
yTBepxaeHuu MNpasnn obmeHa 4OKyMEHTaMU B 3reKTPOHHOM Buae Npu opraHnsaumn nHopMaLMoHHOro B3aumogencramsa” ...

B uenax opraHu3aumm n nposeneHunA pa60TbI no 3Kcneptn3e LUEeHHOCTU OOKYMEHTOB, o6pa3y+ou.w|xc;1 B OEeATeNIbHOCTU
opraHusauunu, n 0T6opy nx ana nepenayvn Ha XxpaHeHue B apxmB opraHn3aumm n K YHUHTOXEHMIO ...

3.24. PacnopsagutenbHas 4acTb MpuKasa HayMHaeTCst CrOBOM "M p M K @ 3 bl B @ K", KOTOPOe nevyataeTcs CTPOYHbIMU
OykBamu Bpa3paaky.

PaCI'IOpFI,CI,VITeJ'IbHaFI 4YacCTb MOXET coaepxaTb:

peLUeHns opraHM3auMoOHHOrO xapakTtepa (yTBepauTb, co3faTb, npeobpasoBaTb, NMKBUAMPOBATb, NPU3HATb YTPaATUBLLNM
cuny);

KOHKPETHbIE MOPYYEHUsI C YKasaHWeM UCTONHUTENS (MCMOSTHUTENEN) U CPOKOB MX BbINOMHEHMS.

3.25. Kaxpgoe pelueHne (nopyveHune) ohopmrisieTcst B NpuKase Kak oTaenbHbIv NyHKT. [MyHKTbI NpyKasa pacnonaratTcs B
NOrMKO-BPEMEHHON MNOCneaoBaTenbHOCTM U HyMepyroTcs apabckumu umdpamu. Ecnv nopyyeHue [aetcsi KOHKPETHOMY
nogpasfeneHunio, ero HaMMeHoOBaHNE MULLETCA MONHOCTbIO, B CKOBKax yKasbiBalTCA (haMunusa v MHULManNb pykoBOaUTENs
noapasgeneHnsl B UMeHUTENbHOM nagexe. Hanpumep:

..MpunKas3blBalto:

1. YuebBHo-meTognyeckomy otgeny (Pamunus MN.0.) k 01.11.2017 nogrotoBuTb M NpeacTaBuTb Ha yTBEpPXAEHMEe MnnaH
y4yebHo-meToamyeckon pabotel Ha 2018 rog.

Ecnu nopyyeHve aaetcsi KOHKPETHOMY UCMONHUTENIO, ero AOMMKHOCTb M hamMunmst ykasbiBaoTcs 6e3 ckoOoK B AaTenbHOM
nagexe. Hanpumep:

3. aeHomy Oyxrantepy (Pamunusa WM.0.) nogrotoBMTb M NpeacTaBUMTb Ha PacCMOTPEHME W YTBEPXKOEHUE CMETY
KOMaHANPOBOYHbIX pacxogos Ha 2018 rog B cpok go 30.11.2017.

I'Ipe/J,nMCblBaemoe nencrame BblpaxaetcAa rnarorioMm B Heonpe,qeneHHon daopme. He aonyckaetca yI'IOTpe6J'IF|Tb

HEKOHKPETHbIE€ Bblpa>KeHna Tuna "yCI/IJ'IVITb , YCKOPUTbL', obecneynTb B KpaTLIaIZLIJI/Ie CpOKI/I".

Ecnn opgHomy wucnonHuTento HeoGXOoAMMO MOPYYUTb HECKONbKO pasHbiX 3adaHuiA C OOHMM CPOKOM BbIMOSTHEHUS,
OTBETCTBEHHbIA UCMOMHUTENb U CPOK MCTONMHEHUST YKA3bIBAOTCA OAMH pa3 B OCHOBHOM MyHKTE, a MOPYYEHWUs! BblOENSAOTCS B
oTaenbHble NoAnyHKTbl. Ecnv y nopyyYeHuii pasHble CPOKU WUCMOMHEHUS, CPOKM YKa3blBalOTCA He B OCHOBHOM MyHKTE, a B
Ka)kKOoM MoAnyHKTe.

CpOK NCNONMHeHnaA OorxeH ObITb peanbHbIM, COOTBETCTBOBATb 06bemy npeannonaraemMbiX pa60T. I'Ile YCTaHOBJIEHUN CPOKa
crnefyert ydnTbiBaTb BpeMa goBeneHUA JOKYMEeHTa 40 KOHKPETHbIX NCMONMHUTENEN.
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CpoK WCMOMHEHMs B MyHKTaX pacrnopsiauTeribHOM YacTu Mpukasa He yKasblBaeTcs B Cryvasix, ecrnv OeWCTBUS HOCAT
perynsipHelil xapakTep 1 UX BbINOSHEHME NpeanucbiBaeTcs Ha BeCb Nepuod AencTBUsi npykasa. KonnyectBo vcnonHuTenei no
KaXXgoMmy MyHKTY (MOANYHKTY) He orpaHnymBaeTcs. OTBETCTBEHHbIN UCNOMHUTENDb YKa3blBAETCS NepPBbIM.

Ecnv npuvkas oOTMeHSieT MNOMHOCTbI WM YacTUYHO paHee Wu3daHHble [AOKYMEHTbl MO TOMY >Xe BOMpocy, TO B
npennocnegHemM nyHKTe npukasa HeobXOAMMO MX NEPEYUCNUTL C yKasaHWEM HaUMEHOBaHUSA OOKYMEHTa, ero gaTbl, HOMepa,
3aronoska. Hanpuwmep:

4. MNpusHaTb yTpaTMBLLMM cuUny npukas opraHusauum ot 5 asrycta 2010 . N 175 "O6 yTBepxaeHun OKCnepTHOM KOMUCCUK
opraHusaummn”.

MocneaHuin MYHKT NpuUKasa - NYHKT O KOHTPOJie, B HEM YKa3blBalOTCA OOJIKHOCTb Jinua, OTBETCTBEHHOINo 3a UCNOJIHEHWE
OOKyMeHTa B LenoMm, ero (*)aMI/IJ'IVIFI N MHMUmnanbol. Hanpmmep:

4. KoHTporib 3a MCNofHEHNEM NpuKasa Bo3raraeTcsi Ha 3aMecTuTenst reHeparbHoro anpektopa ®amunus LN.0.
B oTaenbHbIX criyqasix pyKOBOAMTENb OpraHM3aumm MOXeT OCTaBUTb KOHTPOSb 3a COboM:

KoHTporb 3a cnorHeHneM nprikasa ocTaBnsito 3a CoboM.

3.26. He BkntoyaeTcs B TEKCT npukasa nyHKT "lNpukas goBectn go ceegeHms ... "

MogpasgeneHns U JOMHKHOCTHbIE NLA, A0 CBEAEHUS KOTOPLIX HEOBX0AMMO A0BECTU MpMKas, NEPEYUCTIAIOTCS B ykasaTerne
(nucTe, crnucke) paccbiniku, KOTOPbIA FOTOBUTCS MCMOSTHUTENEM U MOXET OOPMISTLCA Ha OOOPOTHOW CTOPOHE MOCIeaHEro
nmcTa npukasa.

3.27. B npukasax He gonyckaeTcsi:
N3MEHEHNEe paHee YCTaHOBMEHHbIX CPOKOB BbIMOMHEHNS 3aaHWI B CTOPOHY NX YBENUYEHUS;

NPUMEHEHNE MPOU3BOSIbHBIX COKPALLEHU WM UCKaXEHWE HaMMEHOBaHWUIA CTPYKTYPHbLIX NoapasgeneHuii opraHnsaunm,
noaBeaOMCTBEHHbIX OpraHM3aunin -MCNonHUTENeN;

npYMeHeHWe NPOU3BOSbHLIX (He OBLLENPUHATBIX) TEXHUYECKMX U APYTUX TEPMUHOB, COKPALLEHHbIX CIIOB U HAVMEHOBaHWM.

3.28. lpn HannumMm MNPUNOXEHUN B TEKCTe Npukasa B COOTBETCTBYIOLLMX MYHKTAX pacnopsaguTenbHOM 4acTu gatoTcs
otcbinku: ... (npunoxeHne N 1); ... (npunoxeHne N 2); ... "cormacHO NpUNoXeHu", Ha NPUIOXeHUN 0POPMIISIETCS OTMETKA O
NPUNOXEHNN:

MpunoxeHue N 1

K npukasdy ®BY "HavnmeHoBaHne
opraHmsaumn”

ot 12.11.2017 N 215

M3paHune BmecTe € NnpuKasom I'IpI/IJ'IO)KeHI/IIZ, He YNOMAHYTbIX B TEKCTE OOKYMEHTA, He [OMNMyCKaeTCA.

Ecnu goKyMeHT, yTBEpXKAEHHBIN NPYKa3oM, BNOCNEACTBMM AEUCTBYET B BUOE CaMOCTOATENbHOIO JOKYMEHTA, Ha NEePBOM
nMcTe OOKYMEHTa B BEPXHEM MpPaBOM Yriy MPOCTaBNSeTcs rpud yTBepXKaeHus (npyu HeobxoaMMOCTH, - C YKazaHMem Homepa
NMPUINOXeHNs1), Hanpumep:

UHCTpyKums YTBEPXXOEHA
npukasom ®BY "HanmeHoBaHue
opraHusauymn”
o7 22.01.2017 N 5

3.29. PacnopspkeHnss oopMIiSioTCAa NO TEM >Xe MnpaBunaMm, YTO M MpuKasbl, 3a WUCKMAYEHUMEM TOro, 4YTO B KOHLE
npeambynbl CTaBMTCHA ABOETOUME, NOCIe Yero cneayoT NyHKTbl pacnopaanTensHon Yactu. Hanpumep:
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B uensax ucnonHexus npukasa ®bBY "HaumeHoBaHue opraHusauun” ot 22 asrycta 2017 r. "O6 opraHnsauum n npoBeaeHun
KOHKypca "Jlyqwnin cekpetapb kKomnaHmm - 2017":

1. PykoBogutensim ynpasrneHuii, otaenos n nadoparopuii B cpok Ao 10 ceHTsdps 2017 1. npeacTaBUTb CBOU MPEearioXeHUst
0 KaHgugaTypax cekpeTapewn 1 genonpoussoguTenen Ang y4actus B KOHKypce.

2.
PacnopspkeHnsa MoryT He uMeTb npeambynei.

3.30. [lo npeacTtaBneH1sa Ha NognNMchb NPOEKT NpuKasa (PacnopsikeHUs) CornacoBbiBaeTCA C 3auHTEpPeCcOoBaHHbIMU NNLLaMM
B COOTBETCTBUK C NyHKTamu 4.1-4.11 NpumMepHON UHCTRYKLIUK.

3.31. MNpurkas nognucbIBaeT pykoBoAMTENb OpraHu3aunmM unm nuuo, NCcnomnHsoLiee ero 06s43aHHOCTY.
PacnopspkeHne noanncbiBaeTcs PyKOBOAUTENEM U/ UHBIMW YNONTHOMOYEHHBIMU UM NMLAMM.
3.32. Konnun npukasos (pacnopsXeHuin) paccbinatoTcsi B COOTBETCTBMM C yka3aTernem (JIMCTOM, CIUCKOM) pacCbIfKU.

OnekTpoHHasa Konmusl nMpukasa pasMelLaeTcss B COOTBETCTBYHLEeN 6ase AaHHbix COI mnu Ha koprnopaTMBHOM MopTane
opraHusaumm B cetu "MIHTepHeT".

3.33. Npun ohopmneHnn npukasa, M3gaBaeMoro COBMECTHO C ApYroi opraHusaumen:

OnaHK He ucnonb3yertcs;

HavMeHOBaHWS opraHvM3auui neYaTaTca Ha O4HOM YPOBHE;

HanmeHoBaHue Buaa gokymeHTa (MPUKAS3) pacnonaraetcsi no LeHTpY.

[aTon coBMeCTHOro npukasa aBnsieTca gara NpocTaBreHns nocnegHen nognucn Ha JokymeHTe. PernctpaumoHHbIn HOMep
COBMECTHOrO MnpukKasa COCTOMT U3 PerucTpaumMOHHbIX HOMEPOB, MPUCBOEHHbIX KaXAoW M3 opraHv3auuMi M npocTaBnseMbliX

Yyepes KOCYH YepTy B NOpSAKE yKasaHWs opraHu3aumii - aBTOPOB JOKYMEHTA.

TekCT COBMECTHOrO npukasa u3naraercsa OT MepBOro Inuua MHOXECTBeHHoro uucna ("npukaseiBaem"), nognucu
pyKOBOAMTENEN OpraHM3aLuii pacnonaraloTcsl Ha OQHOM YPOBHE CreBa 1 crpasa.

3.34. [leatrenbHOCTbL NO COBMECTHOW BbIpabOTKe peLleHnii Ha 3acegaHnsix COBETOB, KOMUCCUIA, COBELLLaHMNSIX 0opMIISeTCs
NPOTOKOMamMu.

MpoTokon cocTaBnsieTcsl Ha OCHOBaHUM AMKTOMOHHBLIX (PYKOMMWCHBLIX) 3anvcen, NPOM3BEAEHHbIX BO BpPEMsi 3acefaHus,
npescTaBneHHbIX TE3NCOB AOKMNaA0B U BICTYMNIEHWUIA, CMIPABOK, MPOEKTOB PeLLeHUi (MOCTaHOBMNEHWI).

I'Ip0T0|<on OdDOpMJ'IﬂeTCH B TeyeHune OOHOro-tpex OHen nocne npoBegeHna 3acegaHuda, eclqim CpokKM ero noarotoBkn He
OroBopeHbl ocobo.

3.35. PekBusntamm NPOTOKOJ1a ABNAKTCA. HaMMEeHOBaHWE opraHu3daunn, HammMeHoBaHMe BuAa OOKYMEHTa, 3arosfioBOK K
TeKCTy, oata h MeCTO 3acedaHu, perl/lCTpaLl,I/IOHHbIVI HOMeEP NpPOTOKOI1a, TeKCT, noanncun.

3.36. 3aronoBok K TEeKCTy NpoToKofa OTBeYaeT Ha BOMpoc "4ero?" u cooepXuT ykasaHue noppasgeneHus Unm opraHa,
OedaTenbHOCTb KOTOPOro Nnpotokonupyetcs. Hanpumep:

NPOTOKOJ1 3aceaaHnA aTTecTaLMOHHOM KOMUCCUN
NPOTOKOJ1 3aceaaHnA HayHHO-MeTOﬂquCKOVI KOMUCCUN.

[datoi npoTokorna saBnsieTca Aarta 3acefaHuns. Ecnu 3acegaHwe npodormkaeTcsl HeCKONbKo OHeW, ykasblBaeTcs pata
Hayana 3acefaHus U Yyepes TUpe - gata okoH4aHusa: 12-13 masa 2018 r.
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3.37. TekcT npoTokona AOMKeH COCTOATb W3 [BYX YacTel: BBOAHOW M OCHOBHOW. B BBOgHOM 4YacTu npoTtokona
yKasblBaloTca hamunun npegcenartens (npeacenatensCTBYOWEro); cekpeTtaps; dhamMunumn y4acTHUKOB, MPUCYTCTBYIOLUX Ha
3acefaHuu; nvu, NpuUrnalleHHbIX Ha 3acegaHune; NoBeCcTKa AHS.

Ecnn konuuyectBo NPUCYTCTBYOLLKNX HaA 3acefaHun npesbillaeTt 15 4yenoBek, B BBOAHOW 4acTu NpoOTOKOJ1a AenaeTca
CChbIJIKa Ha CMNCOK, ABNSAOLWNNCA HEOTbEMITEMON YacTbio npoTOKoNa. Harlpvlmep:

MpucyTtcTBOBaNK: 25 Yen. (CNUCoK NpunaraeTcs).

BBogHas 4vacTb npoTokona 3akaH4yMBaeTCsl MOBECTKOW [HS, COAepXallen nepeyeHb paccMaTpyBaeMbiX BOMPOCOB,
nepeYncrieHHbIX B Nopsgke Mx obCyXOeHWs C ykasaHueM AOKnagyuka no Kaxaomy paccmarpusaemMomy Bonpocy. Bonpochkl
NOBECTKN OHA dhopmynupytoTca ¢ npegnorom "o" ("o6"), nevaTtatoTcsl OT rpaHuubl NEBOro Monst U HymepyloTcss apabckumu
uudppamu.

B 0CHOBHOI YacTu NpoToKosa MKCUMPYETCS Xoa 3acedaHust.
3.38. MosHbI NPOTOKON COAEPXKMUT 3aMnCb TOTO, YTO NMPOMCXOAMIIO BO BPEMS 3acefjaHus], BKIoYasi BONPOChI K AOKMaaumKy,

OTBETbl HA HUX, BBICTYMNMEHNA B xoge obCyXAeHUst Bompoca, pe3ynbraTbl rorocoBaHMs Mo BOMPOCY M MPUHATbIE PELLEHUS.
PekomeHayembi o6paseL; 0opMIeHUs NOMHOro npotokona (npunoxenue N 4).

KpaTkue npoTokonbl BedyTcs NpW PacCMOTPEHWM BOMPOCOB OMepaTUBHONO xapaktepa. PekomeHgyembin obpasely
odhopMneHuns kpatkoro npotokona (npunoxenve N 5). B kpaTkom npoTtokone dukcupyetcsa Tema obcyxaeHus, dpamunus
AoKnag4vvka no BONpocy U NPUHATLIE PELLIEHNS.

3.39. OcHoBHas 4acTb MOMHOrO MNPOTOKONMa COCTOMT W3 pasdenoB, MOCBSLWEHHbLIX BONPOcaM MOBECTKM AHsS. XoAa
paccMOTPEHUS KaXXaoro Bonpoca 3anncbiBaetcst B nocnegosatensHocTu: CITYLWAJIN - BBICTYNUIN - PELWWAIIN.

lMocTtaHoBNEeHME (pelLeHne) B TEKCT NPOTOKOMa BHOCUTCA MOSTHOCTbIO B TOW ¢hopMynupoBke, KoTopas Obina npuHaTa Ha
3acefaHun; NpyM HeobxoANMOCTU NPUBOAATCS MTOMM rONOCOoBaHWs: "3a - ..., NPOTMB -..., BO34epXanock - ...".

3.40. MNMpoTokon 3acefgaHus NoANUCLIBAaETCA Npeacedartenem (npegcenatenbCTBYIOWMM) U CEKpETApeM 3acefaHusl, ecnu
MHoe He ycTaHoBneHo JIHA.

3.41. Mpu HeOGXOOAMMOCTU KONWUM MPOTOKOSIOB UMW BLIMUCKM M3 MPOTOKOSIOB PaCcChINaloTcsl 3aMHTEpPEeCcoBaHHbIM NMuaM B
3NEKTPOHHOM BUZEe B COOTBETCTBUM C yKasaTereM pacChinku.

B Bbinucke ua NPOTOKOJ1a AOJKHblI BOCNPOMU3BOANTLCA BCE PEKBU3UTDI 3arofioBOYHON YacTu NPOTOKOJ1a, BBOAHAA 4acCTb,
BOMPOC NOBECTKN [HA, MO KOTOPOMY rOTOBUTCA BbINUCKA, U TEKCT, OTpa)KaIOLIJ,VII7I o6cy>|<p,eHV|e BOnpoca 1 NpUHATOE peLleHune.

3.42. [enoBoe (cnyxebHoe) NUCbMO roToBUTCA Ha OnaHke nucbma. [py cocTaBneHnn nnucem oOPMSIHOTCS PEKBU3UTBI:
ajpecar, 3arorioBoK K TEKCTY, TEKCT, NOANUChb, OTMETKa 06 McnonHuTene, B HEOHGXOOUMBIX Cny4vasix - OTMETKA O MPUITOXKEHWU.
PekomeHayembIi 06pasel, odopmneHms aenosoro nucbma (npunoxexuve N 6).

3.43. Ecnn nucbMo SBNSETCS OTBETOM Ha MOCTYMMBLUMIA 3anpoc unm npocbOy, 3amnonHseTcs pekBM3UT "CCbinka Ha
perncTpaumoHHbIn HOMep U AaTy NOCTynNMBLLEro nMcbma".

HaumeHoBaHve Buaa pokymeHTa ("'MmMcbMo") M pasHOBMAHOCTb nmMcbMa (Hanpumep, "npockba”, "MHopmaunoHHoe",

"conpoBoauTensHoe", "3anpoc”, "HanoMuHaHve") B 4enoBbIX (CNy>ebHbIX) MMCbMax He yKa3blBaloTCH.

Ecnu nucbmo HanpaensieTcs agpecaty Mo 3MeKTPOHHOW novTte unu no dakcy 6e3 AOChIIKM Mo NoyTe, BMECTO MOYTOBOMO
agpeca ykasblBaeTcs agpec 3NeKTPOHHOW NoYThl UM HoOMep TenedoHa-takca.

3.44. [enosoe (cnyxebHoe) MUCbMO AOMKHO ObiTb MOCBALWEHO OAHOMY Bonpocy. Ecnu HeobxogmMmo obpatutbes B
opraHu3aLmio 0gHOBPEMEHHO MO HECKOSbKMM BOMpocam, PEKOMEHAYETCS COCTaBUTb OTAENbHOE MUCLMO MO KaXA0MY U3 HUX.

MncbMo MoXeT KacaTbCA HECKOSbKUX BOMpPOCOB, €CJ1I1 OHN B3aMOCBA3aHbI.

3.45. B ogHOM nucbmMe He JormkHO ObiTb Bonee YeTblpex agpecaTtoB, Npu 3TOM OCHOBHOM ajpecart yka3blBaeTCA nepBbiM,
OCTalnbHbIM agpecartaM NMCbMO HanpaBndeTCca onAa ceeaeHus.

[okyMeHT coxpaHeH ¢ noptana docs.cntd.ru — anekTpoHHoro coHaa us 6onee 25 000 000 HopMaTUBHO-NPABOBbLIX U HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB


http://docs.cntd.ru/
http://docs.cntd.ru/document/542623605#A7E0NA
http://docs.cntd.ru/document/542623605#A7O0NF
http://docs.cntd.ru/document/542623605#A7K0NC

06 yTBepxaeHUn MprUMepHON MHCTPYKLMK NO AEeNONPOU3BOACTBY B rOCYAapCTBEHHbIX OpPraHn3aLmsax Crpanuua 25
lNpuka3 Pocapxusa om 11 anperns 2018 2. Ne 44

I'Ile HeO6XOJJ,I/IMOCTI/I HanpaButb NMMCbMO 60]'IbLLIeMy Konn4yecTBy agpecartoB, rotoBUTCA CMUCOK pacCblikKi, U nmnucbma
paccbiNakoTCA NO CNUCKY.

3.46. MNpu cocTaBneHnM OenoBbIX MMCEM UCMOMb3YeTCs BCTYNMTENbHOE obpalleHre 1 3akniounTenbHast 3TukeTHast dopasa
B COOTBETCTBUU C NYHKTOM 2.43 [NprMepHO MHCTRYKLIUK.

3.47. TekcT nucbma nanaraeTcs:

OT 1-ro nuua MHoxecTBeHHoro Yucna ("npocum...", "npegnaraem...", "HanomuHaem...");

oT 3-ro nuua eguMHCTBEHHOIO Yucna ("rlpe,qupmsame CHMTaeT BO3MOXHbIM ...

)

, "MHCTUTYT He pacnonaraetr BO3MOXHOCTbIO

OT 1-ro nuua eanHCTBEHHOro Yncna ("npowy ...", "npegnarato ..."), ecrnm NMcbMo 0POpPMISETCA Ha AOIMKHOCTHOM OnaHke.

3.48. Ecnu npoekT aenoBoro (cnyxebHoro) nucbMa HanpaensieTcsi agpecaty No noyTe, NPOEKT roTOBUTCSA B ABYX
3K3eMnnsipax: oguH 3K3emnnsp odopMnseTcs Ha GnaHke, BTOPOW 3K3eMMnsp, nNpefHas3HayYeHHbI Ans BU3MPOBaHWS), - Ha
cTaHOapTHbIX NucTax bymaru.

[enoBoe (cnyxebHoe) NMCbMO A0 MpeacTaBneHMs Ha MOAMUCL OOSMKHO ObITb COrnacoBaHO (3aBM3MPOBAHO) CO BCEMMU
3anHTEpecoBaHHbIMK nuuamu. CornacoBaHune (BU3MPOBaHWE) AENOBbIX MMCEM MPOBOAUTCA B COOTBETCTBUM C NyHKkTamu 4.1-
4.11 MpUMEpPHON NHCTRYKLINK.

3.49. [enosoe (cnyxebHoe) NMMCbMO NOAMMCLIBAETCA PYKOBOAUTENEM OpraHusaumm WM MHbIM YMONIHOMOYEHHBIM UM
nuuowm. MNMognucaHHoe aenoBoe (CnyxebHoe) NMCbMO NOANEXNUT permcTpauumn n oTnpaske.

He gonyckaeTcst oTNpaBnsATh agpecatam NucbMa, He UMetoLMe 4aTbl U permcTpaLlmoHHOro HoMepa.

3.50. MNocne nognucaHns NUCbMa U ero permcTpaunm aK3emMnsp nMcbMa ¢ BU3amMmm 3anHTEPECOBaHHbIX NNL, NOMeELLaeTcs
B Oeno.

3.51. AKTbl COCTaBMSIIOTCA Ha OCHOBE YTBEPXAEHHbIX OpraHamn BracTu YHUUMUMPOBAHHLIX OPM MM B CBOGOOHOW
dopme B LeNsiX NOATBEPXKAEHMS PAKTOB, CBA3AHHbLIX C AEATENbHOCTLIO OpraHM3auun. PekomeHayeMbin obpasel, 0opMieHus
akta (npunoxexve N 7).

3.52. Mpu cocTaBneHnn akToB UCMOSb3YOTCA PEKBU3UTLI: HaUMEHOBaHWE OpraHU3auMu; HaMMEeHOBaHe Buaa AOKYMEHTa;
AaTa [JOKYMEHTA; perucTpaunoHHbIii HOMEP AOKYMEHTA; MECTO COCTaBMEHUS UMW M3OaHUs LOKYMEHTA; 3arofioBOK K TEKCTY;
Noanuce.

3.53. [laTton aKkTa sIBNsieTCH AaTa COCTaBreHUst akta 1 NoanMcaHns ero CoOCTaBUTENSAMU.

Ecnn copmoit akta npegycMOTPEHO €ero YTBEPKOEHWE PYKOBOAWUTENEM OpraHvM3auuMm MM UHbIM  YNOMHOMOYEHHbIM
AOIMKHOCTHBLIM NMLOM, JATOW aKTa SBNSeTcs AaTa ero yTBepXKaeHusl.

3.54. B BBOAHOM YacT akTa B UMEHUTENbHOM Nagexe yKasblBatoTCS:

OCHOBaHWe COCTaBIeHUs akTa (MoKanbHbI HOPMaTUBHBIN aKT;

pacrnopsiAMTENbHBLIN AOKYMEHT OpraHusauun (npvkas, pacnopsikeHue); akt unu cobbiTue, NOCnyXuBLUEE OCHOBAHWEM
ONA COCTaBneHWs akTta); cocTaBuTenu akta (nepeuucnswotca nocne crnosa "CocraeneHn" C ykasaHMeM [OMKHOCTEN,

HauMeHOBaHWM OpFaHI/I3aLI,VII7|, €CIn CoCTaBuUTenn ABNAKTCA NpeacrtaBUTENAMAU ,D,pyr0|7| opraHmn3auuu, d)aMVIJ'II/IVI n VIHI/ILI,I/IaJ'IOB).

Ecnn akT coctaBneH kommuccuen, nepBon YKa3blBaeTCA d)aMI/IJ'II/IFI npencenarena KoMmmccuu, 3atemM 4rieHoB KOMuUccmuun B
aﬂd)aBl/ITHOM nopagke.

3.55. B TekcTe akTa usnaratoTcs Lenu 1 3agavn COCTaBfEeHNs akTa, CYLLHOCTb, XapaKkTep, METOAbI U CPOKWU NpodenaHHON
paboTbl, ee pesynbraThl.
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I'IpV| HeO6XOﬂ,I/IMOCTI/I aKT MOXET coaepKaTb BblIBOAblI U peKoMeHOauunun.

B 3akntounMTenbHoOn 4actu akta YKa3blBalOTCA KOJIMYECTBO MOANOTOBJIEHHbLIX 3K3EMMJIAPOB akTa W MeCTOHaxOoXOeHue
KaXxgoro 3kK3emnidpa. Konunyectso OK3eMMApoOB akTta onpegendetca KOrnmM4YeCcTtBOM CTOPOH, 3auMHTepecOBaHHbIX B €ro
CcocTaBneHun, nnn HopMaTnBHbIMU Tp960BaHVIF|MI/I, pernaMmeHTMpyrowmmMmmn coctaBrieHmne akToB KOHerTHOIZ Pa3HOBUOHOCTW.

3.56. 3K3eMI'IﬂFIpr akta noanuncbiBakdTCA BCEMU YrleHaMun KOMUCCUU (ecnm aKT CcocCTaBnAanca KOMVICCI/IeIZ) nnn
cocTtaBuTendamMmm un, npun HeO6X0,D,VIMOCTI/I, npuncyTCTBOBaBLUMMU NNL@aMi.

I'Ipm nognncaHun akTa npegcenarenem n 4neHamm KOMmccmn HamnMeHoBaHUA NX OOJMKHOCTEN He YKa3blBakoTCA.
Ocoboe MHeHWe CoCTaBUTENS akTa M3naraeTcs Ha OTAEeNbHOM NIUCTe, MOANUCLIBAETCS U npunaraeTcd K aKkTty.

3.57. Ecnu 3akoHogatenbctBoM Poccuiickoii defepauum NpegycMOTPeHO O3HaKOMIIEHWE C codepXaHWem akTa nuu,
YNOMSIHYTBIX B akTe, Nof MNoanucb, Ha MocrnedHen CTpaHuue akTa MpOCTaBnsieTcs O3HakoMuTenbHas Bu3a "C  akTom
03HaKOMJIEH(bI)", MPY 3TOM YKa3blBalOTCH HAaMMEHOBaHWS! OOSHKHOCTEMW, JIMYHbIe MOANWUCU, PacLUMGPOBKM Moanuceit, Aatbl
03HaKkoMIeHUs. JlMua, KoTopble 3HAKOMSTCS C COAEpXKaHWEM akTa, MMEIOT MPaBO He COrnacuTbCs C CoAepXaHWeMm akTa B
LiefIOM UJIN ero OTAESbHLIMM MOMOXEHWUSIMU, YTO JOMKHO ObiTb 3atPUKCUPOBAHO NPY O3HAKOMIIEHUW C aKTOM.

3.58. [oknagHasa (cnyxebHad) 3anmcka WCnonb3yeTcs And  OnepaTtMBHOIO  MHAOPMALMOHHOrO oOMeHa mexay
CTPYKTYPHbIMW MOApasfeneHnsmMm u pykoBoacTBoM. PekomeHgoyemble o06pasubl OOpMIeHUs OOKNagHOW 3anucku U
cnyxe6HoN 3annckn, NOAroTOBIEHHOW Ha OCHOBE 3MEKTPOHHOrO WabnoHa (npunoxenua N 8, 9).

3.59. O6sazarenbHbiMM pPEKBU3UTAMM OOKMNaZHOW (CNy>XeBGHOM) 3anucku  ABASAKTCA: HAaUMEHOBaHME CTPYKTYPHOrO
nogpasfeneHunsi, HauMeHoBaHue Buaa AOKYMeHTa (OoknagHas 3anucka, crnyxebHasi 3anucka), faTta, 3aroroBOK K TEKCTY,

apgpecar, TeKCT, Noanuce.

3.60. lMpu apgpecoBaHun AOokNagHbIX (CNy)XeOHbIX) 3anNMCOK yKasblBalOTCA B AaTEeNbHOM Magexe LOMKHOCTb Nuua,
KOTOPOMY afipecoBaH AOKYMEHT, dhamunusi n nauumnansl. Hanpumep:

3amecTuTtento reHepanbHOro
oupektopa ®bY "HanmeHoBaHue
opraHmsaumn”

damunmsa N.0.

Unu:

PykoBogutento [lenaptameHTta

MHOPMALIMOHHBIX TEXHONOIMI
®damunus N.0.

3.61. JoknagHble (cnyebHble) 3annckmM MOryT COCTaBMNATLCS, PACCMATPMBATBLCA M XPaHUTLCS B TEYEHWE YCTaHOBIEHHOIO
CpOKa UCKMOYNTENBHO B 3reKTpoHHOM Buae B CO/.

Mpw opraHusaumMmn paboTbl ¢ AOKNagHbIMU (CryxeBHbIMM) 3anMckaMu B 3M1EKTPOHHOM BUAE UCMONb3YITCS 3MEeKTPOHHbIE
LWabnoHbl 4oKNagHoM U cryXeGHOM 3anmnCoK.

3.62. TekcT poknagHom (cnyebHow) 3annckun, B 3aBUCMMOCTU OT CIOXHOCTU COAEPXXaHUS U NPUBOAMMON aprymMmeHTauuu,
COCTOUT U3 OOHOW, ABYX UMW TPEX YacTeu:

B I'IepBOIZ YacTn nanaratoTcA NpUYnHbI, d)aKTbI nnn CO6bITVIF|, nocnyxmsLine noBoAgoM 114 COCTaBlIEHUA OOKYMEHTA;
BO BTOpOIZ YacTu gaeTcs aHanm3 CrnoXxmBLUIEncs CUTyauunmn, BOSMOXHbIE€ BapUaHTbl ee peLleHns;
B TpeTbeIZ YacTn n3nararTcqd BbiBOObI.

3.63. Pernctpauusa goknagHelx u cnyxebHbIx 3anucok ocylectsnsetca B C3[, npu otcytctBun CI[] - B CTPYKTYpHOM
noapasaeneHvmn, NoaroToBUBLUEM JAOKYMEHT.
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3.64. [lenoBble nucbMa, HanpaBnseMble 3apybexxHbIM KOppecrnoHaeHTaM (B TOM YMCie agpecatam rocyaapcTs - ObIBLUIMX
pecnybnvk B coctaBe CCCP), odopmnsaiTcs Ha OrnaHke nMcbma OpraHu3auuMu C peKkBU3UTamMu Ha PYCCKOM U OOHOM U3
WHOCTPAaHHbIX S3bIKOB.

3.65. Mucbmo, Hanpaensiemoe 3apybexxHOMy agpecaTy, COCTaBIISIETCS Ha PYCCKOM si3blke, MPOXOAWUT COrflacoBaHWe Co
BCEMU 3aMHTEPECOBaHHbLIMM NMLAMU OpraHu3aumm, nocre Yero NMMCbMO NEPEBOAUTCS HA OAMH U3 MHOCTPAaHHbIX SI3bIKOB (A3bIK
agpecaTta Wnu aHrmUUCcKMn s3blk) U ocbopMnsieTcs Ha GriaHke nuMcbMa, NpegHasHa4YeHHOM Ansi Nepennckn ¢ 3apy6eXkHbIMK
KoppecroHaeHTamu.

MoanuHHMK nucbma, 0(*)0pMﬂeHHbII7I Ha OAHOM M3 MHOCTPaHHbIX A3blIKOB, OOJKEH ObITb MAOEHTUYEH MO cogepXxaHuto
JK3eMnyiApy Ha pyCCKOM A3blKke C BU3aMW 3anHTEepeCOBaHHbIX JTNL.

3.66. Ha nognnce pykoBoaMTENto NpeacTaBnsaoTCcsa: aK3eMNNAp nucbma 3apybexHOMY KOPpPeCnoHAEHTY, OPOPMIIEHHbIV Ha
6naHke, KonMs 4aHHOTO MMCbMa Ha CTaH4APTHOM NUcTe Bymaru ¢ BU30W UCMOMHUTENS, 3K3EMMIISAP NMCbMa Ha PYCCKOM SA3bIKE C
BM3aMMW 3aMHTEPECOBAHHbIX UL,

3.67. Nocne nognucaHnsa nucbma pykosogutenem mnn NHbIM ynosiHOMO4YeHHbIM UM NTULOM:

3K3eMnnsp nucbma, OMOPMIIEHHbIM Ha OnaHke, NOAMMCAHHbLIN PYKOBOOUTENEM W 3aperncTpumpoBaHHbIn B Cnyxbe
[Eenonpon3BoACTBa, HanpaBnseTca agpecary;

Konna nucbMa C BU3OW WUCMOMHUTENS U aK3emMnnap nucbma, COCTaBfEHHbIN Ha pycCKOM 43blke, C BU3aMu
3anHTEepeCOBaHHbIX L NOMeLlaTCcA B Aeno.

3.68. Mucbma, HanpaensieMble 3apybexHbIM agpecatam, OOSMKHbI UMETb PEeKBM3WUTLI: afpecarT, AaTta, PermcTpaumoHHbIN
HOMep, TEKCT, NMOANUChH.

Mpn HeobxogmMMocTM MOryT OQOPMIIATLCA PEKBU3NTLI "CCbIIKa Ha PErncTpaumMoHHbLIN HOMEP M AaTy NOCTYMMBLLETO
nucbma" u "3aronoBoK K TeKcTy". Ha konuu nucbMa, nomelwiaemon B Oeno, AOMOSHUTENbHO MPOCTaBMsSEeTCs OTMeTka 00
ucnornHurtene.

3.69. PekBnant "agpecat" ocdopmnsieTcsa cnpasa nog peksnantamu dnaHka. AgpecatoMm nMcbMa MOXET ObiTb OpraHmM3aums
UINKN KOHKPETHOE NnLIO.

Ecnu nucbMo agpecoBaHO opraHusauuM, cHadyana [JaeTca ee HauMMeHoBaHue, 3aTeM - MOoYTOBbl adpec B
rocrnegoBaTeribHOCTU: HOMEp AOMa WINW 34aHusl, Ha3BaHWe YNULbl; Ha3BaHWe ropoda; cTpaHa.

Kaxgbin anemMeHT agpeca nueTcs Ha OTAEenbHOW CTpoke. HasBaHue ropoga, Kak npaBuiio, nedataeTcs MpOrMCHbIMU
OykBamu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN BR61 7RE
U.S.A.
CnoBa Avenue, Street, Place n nHble B agpece nuLyTcsi ¢ NPONMCHON BYKBBI.

npl/l OCbODMJ'IeHI/II/I NMOYTOBOIO agpeca 3apy6e)KHbIM KoppecnoHaeHTaM NyHKTyauuna He NpUuMeHAEeTCA.

Mpu appecoBaHMM NNCEM HEOOXOAMMO YYMTbIBATb TPaguUUW, XapaKTepHble ONs OTAEnNbHbIX CTpaH (Hanpumep, B
BenukobpuTaHum nocne ykasaHusi ropoga MoxeT ObITb ykasaHo rpadcteo, B CLUA - Ha3BaHue wtara).

Ecnu B Ha3BaHuu dupmbl npucyTcTByeT damunusa nuua (Hanpumep, W. Edward & Co., Ltd), nepea HasBaHvem upmbl
NPUHSATO CTaBuTb crioBo Messrs (cokpalleHme ot Messieurs - rocnoga).

Ecnn nucbmo agpecyetcAa KOHKpeTHOMY nudy, nepen Ha3BaHuemM opraHunsaunn yKasbiBakoT dJaMI/IJ'IIMO N OOIMKHOCTb
pa6OTH|/IKa nnn ero AoJKHOCTb.
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Hanpumep:

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

NE12 OLD

U.S.A.

3.70. B nucbmax 3apybexHbiM agpecatam gata oopMIsieTcsi CrioBECHO-LMGPOBbLIM CNOcO6oOM B MOCNenoBaTeNbHOCTY:
OeHb MecsiLa, Mecsiu, rog.
Hanpumep: 24 ausaps 2017 1.

Mpn coctaBneHun NUcbMa Ha aHIMUACKOM A3blKe AonyckaeTcsi opopMneHne aatbl B NOCNeaoBaTenbHOCTU: rod, Mecsl,
AeHb mecsua. Hanpumep: 2017, January 24.

3.71. B nucbmax 3apyGexHbiM agpecaTtaM MCMonb3yTcs BCTYNUTENbHbIe oGpalleHnsi No AOSHKHOCTM Unu no chaMunum
agpecara. Hanpumep:

YBaxkaeMblin rocnognH TOproBbI COBETHUK!
YBaxaembI rocnoanH AHrenos!
3akaH4MBaETCs MMCbMO 3aKMIOYNTENBbHOM 3TUKETHOM dhpaszon "C yBaxeHuem, ...".

IV. COIMACOBAHUE NPOEKTOB AOKYMEHTOB. NOANUCAHUE (YTBEPXXOEHUWE) MPOEKTOB
AOOKYMEHTOB

4.1. CornacoBaHve npoekTa AOKyMeHTa NpoBOAWUTCA A0 ero NoAnvcaHusl pyKoBOAUTENEM B LieNAX OLEHKM COOTBETCTBUS
npoekTa 3akoHopaTenbcTBy Poccuiickont ®dedepaunu, nokanbHbIM HOPMAaTMBHBIM aKTam oOpraHusauuu, Kadectsa W
3 peKTUBHOCTM NpeanaraeMoro peLueHus.

CornacoBaHue npoekTa AOKYMEHTa OpraHU3yeTcsl HEMOCPEACTBEHHBIM UCMONMHMUTENEM (COCTaBUTENEM) U PYKOBOAUTENEM
nogpasaeneHns-UcnonHUTENs 1 NPOBOANUTCS B NpeAenax yCTaHOBMEHHOIO CpoKa UCMOMHEHWS.

4.2. Npy Hannuum B opraHm3auun CI[ cornacoBaHve NMPOEKTOB OOKYMEHTOB OCYLUECTBMSETCA B aBTOMATU3MPOBaHHOM
pexume NocpeacTBOM HarnpasreHUsl NPOEKTOB AOKYMEHTOB NULLAM, Ha3HAYeHHbIM B Ka4eCTBE COrnacytoLmx, 1 ohopmMIieHns
pes3yneraToB cornacoBaHuns B CO/.

CornacoBaHne MNpPOEKTOB [JOKYMEHTOB MOXET OCYLLEeCTBMATbCA MOCPEACTBOM KOPMOPaTMBHOW 3NEKTPOHHOW MOYTbl U
0ohOpPMMEHUs UCMONHUTENEM NUCTa COMMacoBaHUA C MNPUMOXEHNEM 3MNEKTPOHHbIX COOOLEHUA nuu, Yy4acTBOBaBLUMX B
cornacoBaHun NpoekTa JOKyMeHTa.

4.3. CornacoBaHue NpPOEKTOB AOKYMEHTOB C pabOTHMKaMu opraHmsauum wu/unu OpyruMym OpraHusauusiMyM opraHusyet
WCMOMNMHUTENb NOCIE COornacoBaHusa B paboyem nopsigke npoekTa JOKYMeHTa C pyKoBoAUTENeM CTPYKTYPHOrO NoapasaeneHms un
B COOTBETCTBMU C WHCTPYKUMEN MO AENonpou3BOACTBY OpraHu3auuMu UM MHbIMW NOKanbHbIMU HOPMAaTUBHBLIMU akTamu,
perynvpyroLLMMm NpoLecc CornacoBaHus (BU3MpoOBaHKs) NPOEKTOB JOKYMEHTOB.

4.4. MNpoekTbl AOKYMEHTOB COrnacytoTcs:

HenocpeaCTBEeHHbIM UCMONMHUTENEM 1 pyKoBoaUTENeM nogpasfaeneHnsa-ucnonHnTens;

COMUCMONHMTENSMM (MPU NX HaNM4mm);

pykoBoOUTENAMU  CTPYKTYPHbIX nonpa3,ueneHvu7|, pa6OTHI/IKaMI/I opraHm3auun, HanpasneHna AOgedaTernbHoOCTU n/nnn
d.)yHKLI,I/IOHaJ'IbeIe 00s13aHHOCTHU KOTOpPbIX 3aTparnBakdTCA B NMPOEKTE OOKYMEHTa n/vnu KOTOpPbI€ yKa3aHbl B NPOEKTe JOKYMEHTa
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B Ka4yecTBe WCMonHUTenen (B criydae BPeMEHHOro OTCYTCTBUSI PYKOBOAWUTENS NoApasderneHus NpoekT AOoKyMeHTa BM3UpyeT
Lo, BPEMEHHO MCTIONHSIIOWEE ero 0683aHHOCTW);

3aMeCTUTENAMUN pykoBOoOUTENNA OpraHn3aunmn, KypnpyrwmnmMm 3aTtpoHyTblie B NPOEKTe OKYMEHTa BOMpPOChI (eCJ'II/I OOKYMEHT
noanuncbiBaeTca (yTBep)K,EI,aeTCFI) pykoBoguTenem OpFaHI/ISaLI,I/II/I);

topuamndeckon cnyxoon (npoektos JIHA, NpoekToB NprKasoB);
Cnyx6on genonpon3soacTsea.

npOGKTbI OOKYMEeHTOB, peann3auuna KOTOopbIX Tpe6yeT d)I/IHaHCOBbIX 3arpart, corfacoBbiBakOTCA C (,bI/IHaHCOBbIM
nogpasgeneHnem.

He ponyckaeTcs HanpaBnsTb Ha CornacoBaHWe NPOeKT AOKYMEHTa OAHOBPEeMeHHO AByM unu Gonee paGoTHMKaM OQHOIO
CTPYKTYpHOro noppasfeneHns. B kayecTBe nuL, COMMacyloLlMX MNPOEKT [OKYMEHTA, OOSIKHbI BbICTyMaTh MperMyLecTBeHHO
PYKOBOAUTENM CTPYKTYPHbIX NoApasaeneHui.

4.5. BHelwHee cornacoBaHue NnpoekTa AOOKyMeHTa OCYLUEeCTBNAEeTCA MnocpeacTBOM HanpaBleHUA npoekta B AOpYyryko
OopraHu3auunto ¢ conposognTeribHbIM MMCbMOM, B KOTOPOM YKa3bIBae€TCA CPOK CcorinacoBaHUA.

Ecnun opraHu3aumu, cornacymuwine npoekT OOKYMeHTa, ABNAKTCA y4YaCTHUKaMu ogHon C3[], cornacoBaHne MOXET ObITb
nposegeHo B C3[ Ges HanpaBlieHna conpoBognTeribHOro nncbMa M ogHOBpeEMEHHO C BHYTPEHHUM corfnacoBaHUEM.

4.6. Cpoku cornacoBaHusi JOKYMEHTOB YCTaHaBMUBAOTCS MHAMBUAYANbHOW WHCTPYKUMEN MO AEnonpoM3BOACTBY W/vnu
WHBbIMU FOKanbHbIMW HOPMAaTVBHBIMU aKTaMu B 3aBMCUMOCTM OT BuAa AOKYMeEHTa U o6bema AOKYMEHTa, BKHoYas NpUIIoKEHNUs

K HEMY. CpOKVI cornacoBaHuA JOKYMEHTOB coctaensior!l:

11 NnamemayanbHo UHCTPYKLMEN MO AEMONPOU3BOACTBY MOTYT GbiTh YCTAHOBMEHBI UHBIE CPOKM COTMiacoBaHUs NMPOEKTOB
[IOKYMEHTOB.

NPOEKTbI AENOBbIX (CNyXebHbIX) NMcem - 1-3 pabounx OHs;
NPOEKTbI NPUKa30B 6e3 NpUNoXxeHnn - 1-3 paboumx gHs;
NPOEKThbI MPUKA30B C NPUIOXKEHUSIMI CNPaBOYHOIO xapaktepa - 3-5 pabounx gHew;

NPOEKTbI MPUKA30B C NPUIOXKEHNEM NOKaNbHbLIX HOPMATUBHbIX aKTOB B 3aBUCUMOCTM OT Ux obbema (He 6onee 50 cTpaHuu)
- 5-10 pabouux gHen;

MPOEKTbl NoKanbHbIX HOPMAaTUBHLIX aKTOB, YTBEpPXAaeMblX HENOCPeACTBEHHO Moanucbi pykoBoautens (He Gonee 50
cTpaHuy) - 5-10 pabounx gHen;

NPOEKTbl MPOTOKONOB 3acefaHuin (CcoBellaHuin) npu HeobXOAMMOCTU MX COrfmacoBaHusl, B 3aBMCMMOCTU OT obbema
OOKyMeHTa - 1-3 pabo4mx aHs.

Cpoku cornacoBaHusi NPOEKTOB JOKYMEHTOB, HamnpaBnsieMbIX Ha BHELLIHEE COrnacoBaHUe He OOMKHbl COCTaBnsiTb Gonee
30 kaneHaapHbIX OHEN.

B KOHKpPETHbIX Cryyasix B 3aBUCMMOCTU OT COAEPXKaHWS U Ha3Ha4YeHWs [OKYMeHTa CPOK COrnacoBaHUs MOXET ObITb
COKpaLLeH UnM yBenuyeH Mo peLLeHno PyKOBOAMTENS, KYpUPYHOLWEero HarpasneHne AesiTeNbHOCTM, MO KOTOPOMY FOTOBUTCS
NMPOEKT peLUeHus.

4.7. OcdhopmneHue pesynsratoB cornacoBaHus JIHA n pacnopsiguTenbHbIX OOKYMEHTOB OCYLLECTBMSETCS B BUWAE BU3,
NPOCTaBMSIEMbIX 3aMHTEPECOBaHHbIMM NMLIAMM Ha MOCMNeQHEM NUCTE NpoeKkTa JOKyMeHTa (Ha ero nuueBon unvm obopoTHoW
CTOPOHE) WM Ha OTAENbHOM fUCTE COrMacoBaHUsl, SBMSIOWEMCS HEOTbEMIIEMOW 4acTbio AokymeHTa. OTMeTkM o
cornacoBaHuu (rpud cornacoBaHusi U BU3bl) 0QOPMIATCA B COOTBETCTBUM C MyHKTamMu 2.45, 2.46 MpuMepHON UHCTRYKLIUK.
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Mpu cornacoBaHuM AenoBbIX (CNyebHbIX) MMCEM BU3bl NPOCTABMSIOTCS HA KONUM NMMCbMa (BU30OBOW 3K3EMMNSAP), KOTOPbIN
nocrie nognucaHns NoanuHHMKa NUcbMa U ero perucTpaumm noMeLwaeTcs B Aeno, Unu Ha obopoTe NoanvHHMKa NucbMa, ecnm
NUCbLMO HanpasnseTca agpecaty No gakcy UM AMNeKTPOHHOW noyTe. JTOT XKe 3K3eMMnsp nucbma nocrne oTnpasBku agpecaTty
(No dakcy nnu anekTPoHHOM NoYTe B BUAE 3MEKTPOHHOM KOMNnW) nomeLlaeTcs B Aero.

npOGKTbI MPOTOKOJ10B BU3NPYHKOTCA NnuamMiu, BbICTynaBLWMMW Ha 3aceaHnn (COBELLI,aHI/II/I) nyTemM npocrtasJieHNA BU3bl Ha
NeBoOM nosne OKyMeHTa HanpoTuB 3arnncu BbICTYMJ1€HNUA COOTBETCTBYHOLLETO pa6OTHVIKa.

4.8. CornacoBaHue NpoeKkToB AOKYMEHTOB MOXeET ocyLlecTBnsaTbeca B COL. Nocne 3aBepLueHns npoueaypbl cornacoBaHus
(Mpn co3paHWM NOANMMHHWKA [JOKYMeHTa Ha OymaxHoOM HocuTene) nucT cornacoBaHus pacnevatbiBaetcs u3s C3[,
npuknagbpiBaetcsd K MPOEKTYy [OKyMeHTa W NpeacTaBnsieTcs Ha Moanvucb  PYKOBOOUTENIO  OpraHusaumm  (MHoMy
YMOSTHOMOYEHHOMY UM NnLy).

CornacoBaHune BHYTPEHHUX AOKYMEHTOB, CO3flaHNe, XpaHeHNe N UCMONb30BaHNE KOTOPbIX OCYLLECTBSIETCA NOCPeACTBOM
C3[, nposoautca B CI3[] B aneKTpoOHHOM Buae.

I'IpM cornacoBaHn nNpoekToB BHYTPEHHUX OOKYMEHTOB, CO3[daHHbIX Ha 6yMa)KHOM HOocuTene, BU3bl NPOCTaBIAKTCA
HenocpeacTBeHHO Ha NpoekKTe JOKYyMeHTa.

4.9. MNpy BHeLHEeM cornacoBaHWK, MOMYYEHHOM MMCbMOM, MWIIM COrfacoBaHUWM MpoOeKTa AOKYMEHTa KorrervanbHbIM
(coBeLLaTenbHbIM) OpraHoM ¢ (UKCaLMEN peLLEHUst O COrnacoBaHUM B MPOTOKONE 3acefaHusi UCMONHMTENb OhOpMIISIET Ha
NnpoekTe AOKYMEHTa UMNn B NINCTE COrMacoBaHus rpud cornacoBaHWsl B COOTBETCTBMU C NYHKTOM 2.45 MpuMepHON MHCTRYKLINK.
Mucbma o cornacoBaHun (BbINUCKA U3 MPOTOKOA) NpunaratoTcs K NPOeKTY AOKYMEHTa.

4.10. B xoge cornacoBaHusi nNpoekTa AOKyMeHTa paboTHWK, COrmacylowmnii AOKYMEHT, NPUHUMAET OOHO M3 CneayoLmnx
peLleHun:

cornacoBaTb NPOEKT AOKYMeHTa 6e3 3amMeYaHui;
cornacoBaTb MPOEKT AOKYMEHTa C 3aMeYaHUSIMU; OTKIMOHWUTb NPOEKT AOKYMEHTA;

yKasaTb, YTO HE MMEET OTHOLLUEHWS K NMPOEKTY AOKYMEHTa (pacCMOTPEHUE BOMPOCa, N0 KOTOPOMY MPUHMMAETCsi peLleHme,
He BXOAUT B 06513aHHOCTN paboTHUKA).

BospaxeHusi No NpoekTy npukasa (pacnopsPkeHus), BO3HUKAOLME MPW COrNMacoBaHUW, M3naralTcs B cripaBke, koTopast
npunaraeTcs K NpPoekTy, unm BHocutcsa B C3[M.

Ecnu NPOEKT AOKYMeHTa cornacoBaH C 3amMe4YaHnaMU, 3TO O3Ha4aeT, YTO 3aMeYaHnA HOCAT peﬂaKLLMOHHbIVI XapakTtep, u
nocne nx NPpUHATUA UCNONHUTENEM MPOEKT He Tpe6yeT NOBTOPHOIO cornacoBaHUA.

I'IpoeKT OOKYMeHTa OTKITOHAETCA NMLOoM, cornacyrowmnMm JOKYMEHT, B Crlydaax:
Hanm4yna CcylleCTBeHHbIX 3amevyaHui no NPOEKTY OOKYMEHTa,
Hecormacuda ¢ NpoeKToM OAOKYyMEHTa.

4.11. HecornacoBaHHbIN NPOEKT AOKYMeHTa TpebyeT [opaboTkM MO BbiCKa3aHHbIM 3aMeyvaHusiM, nepeodopMiIeHns u
MOBTOPHOIO COrNacoBaHus.

4.12. Ecnmn npu nopa60TKe npoekTa AOOKyMeHTa WCNONMHUTEeNb MNpuHMMaeT peleHne He Y4YUTbiBaTb 3aMedaHue
(3ameanMﬂ) nnua (J'II/ILI,), y4qyacTBOBaBLUMX B CcoOrrnacoBaHun, UCMNONHUTENEM TOTOBUTCA peecTp HeyYTEeHHbIX 3amMevaHun,
KOTOprVI BMECTEe C MPOEKTOM OOKYyMEeHTa npencraBndaAeTCcA pykoBOOUTENH OpraHu3auum uinn MHOMY YNOJIHOMOYEHHOMY UM
OOIMKHOCTHOMY nuudy, nognucbiBakoLlemMy (yTBepxq:\a}ou.l,emy) OOKYMEHT. PeeCTp HEeYYTEHHbIX 3amMevyaHui nognucbiBaeTcs
pykoBoAUTENEM CTPYKTYPHOIo noapasaeneHna-ncnonHnTena.

4.13. PeweHune o Tom, NPUHNUMATb UINN HEe NPUHUMaTb HEeYYTEHHble 3aMedYaHnd NpUHUMaeT PyKOBOOUTESb.

B cny4yae ecnu pykosoauTelb NPpUHMMaET pelleHne o HeobxoQMmMocTun y4qeCTb 3amMevaHusa, OTKITIOHEeHHbI€ UCNONTHUTENEM,
NCNOoNHNTENb ﬂOpa6aTblBaeT NPOEKT AOKYyMeHTa B COOTBETCTBUM C BbICKa3aHHbIMU 3aMeYaHNAMN.
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Ecnn pykoBoAUTENb cornawlaeTcAa ¢ MHEeHUEM UCNOoNHNTENA, OH NnognuncbiBaeT (yTBep>|<,1:|,aeT) OOKYMEHT.

4.14. ﬂ,OKyMeHTbI, n3gaBaemMmbie OT MMEHU opraHunsaunn, nognucbiBakdTCA pykoBoguTernem opraHu3auun Uinm MHbIMAU
YNOJTIHOMOYEHHBbIMN UM OOJIKHOCTHLIMU NUaMun (33MeCTVITeJ'IF|MI/I pykoBoOAUTENA OpraHun3aunn, pykoBoanTENAMU CTPYKTYPHbIX
no,u,paa,ueneHMM, WHbIMW OMKHOCTHLIMM ML @MU B COOTBETCTBUN C UX KOMMETEHUMEN, onpenenﬂemoﬂ OOBEPEHHOCTAMU Ha
BbINOJTHEHUE onpeneneHHbIX OENCTBUIA OT MMEHMN opraHmnsauumn, BHyTpE€HHUMN HOPpMAaTUBHbIMU OOKYMEHTaMnN OpFaHI/I3aLI,I/II/I).

4.15. OtgenbHble BUAbl BHYTPEHHUX LOKYMEHTOB (CNyxebHble, OObACHUTEMbHbIE 3anuCKM) Ha WMMsS PyKOBOAWUTENS
CTPYKTYPHOIO nofpasfeneHnsa noanvcbiBaloTCs UCNONHUTENEM (COCTaBUTENEM), eCnu paspellaemMble Npu 3TOM BOMPOCh! He
BbIXOASAT 3a Npefenbl ero KOMneTeHLUnn.

4.16. [JoKymMeHTbl, Hanpaensiemble B BbICLUME OpraHbl FOCYJapCTBEHHOW BRacTW, Ha WUMS MepBbIX PyKoBOAUTENEWN
denepanbHbIX OpraHOB WCNOMHUTENBHOM BRacTu, pykosoautenen cybwektoB Poccunckon degepaumm n 3apyOexHbIX
rocygapcTs, NoanvchbIBaTCA pyKOBOAMTENEM OpraHM3aLun UNm fMuoM, UCMONHSOLKMM ero 0683aHHOCTY.

4.17. ,D,OKyMeHTbI, HanpasndemMmble B noaBegOMCTBEHHble U CTOPOHHME oOpraHu3aunn, noanmucbiBaloTCA 3aMeCTUTenAaMmmn
pykoBoguTena opraHunsaumn, WHbIMW OOSMKHOCTHbIMK INLaMn opraHm3aunnm B COOTBETCTBUM C NpenocTaBiieHHbIMU UM
NONTHOMOYUNAMMN.

4.18. ﬂ,OKyMeHT nognuncblBaeTcAa OByMA U fSonee nuuamun, ecnu 3a cogepxaHne OOoKymMeHTa HeCyT OTBETCTBEHHOCTb
HECKOJ1bKO paGOTHMKOB (JJ,OKyMeHTbI, noaroToBfieHHble HECKONbKMMU noapasaeneHnaMmm mnun  opraHmusaunamm, pa6oqel71

rpynnown, KOMUCCUEN).

4.19. MognucbiBaeTcs, Kak NpaBuUno, oauH ak3emMnnap AokymeHTa. COBMECTHbIN JOKYMEHT NOAMUCHIBAETCA B KONMYecTBe,
COOTBETCTBYOLLIEM KOMNMUYECTBY OpraH13aLnii, co3aaBLLMX JOKYMEHT.

Mpy HanpaeneHWn nNUcbMa WM BHYTPEHHEro WHGOPMAaLMOHHO-CNPaABOYHOMO AOKYMEHTa HECKONbKMM agpecatam (He
Gonee YeTbipex) NOANUCLIBAETCS KaXablii OTNPABMSIEMbI 3K3eMMNsAp AOKYMEHTa.

4.20. MNMoanuck Ha AokyMeHTe 0hopMIISieTCs B COOTBETCTBMM C NyHKTamu 2.47, 2.48 MpyMepHON UHCTRYKLINN.

4.21. YTBEepxaeHne JOKYMeHTa NpON3BOAMTCS:
HENOCPEeACTBEHHO PYKOBOAUTENEM - MPOCTaB/IEHMEM COOCTBEHHOPYYHOM NOANUCH B rpudpe yTBEPXKOEHUS;
NpUKasom opraHm3auuu.

4.22. YTBepxpalTcsa npasuna, MonoXeHusl, UHCTPYKLUK, perfiaMeHTbl, HEKOTOpble BUAbI aKTOB, MraHbl, NMporpaMmbl U
Apyrve OOKYMEHTbI, yCTaHaBN1BaloLWwye HopMbl U/ paccyuTaHHble Ha AnuTernbHoe npuMeHeHne (mpunoxexve N 10).

OdopmneHue rpudha yTBep>XAeHWs MPOU3BOAMTCS B COOTBETCTBUM C NYHKTOM 2.41 [NprMepHO MHCTRYKLIUN.

4.23. lNoanucb pyKOBOAMTENS OpraHM3aumy UU MHOTO YNMOMHOMOYEHHOIO UM ML Ha JOKYMEeHTax, Tpebyrolwmx ocoboro
YOOCTOBEPEHUS WX MOAMMHHOCTM, a TakkKe Ha KOMuaX AOKYMEHTOB W BbIMUCKaX W3 OOKYMEHTOB 3aBepsieTcs nedyatblo
(mpunoxenue N 11).

lMeyaTb Ha AOKYMeHTe NPOCTaBAETCS B COOTBETCTBUM C NYHKTOM 2.49 NprMepHOr MHCTRYKLIUK.

V. OPTAHU3ALNA OOKYMEHTOOBOPOTA

5.1. [dokyMeHTOOGOpOT BKMNOYaeT BCH MNOCNENOBAaTENbHOCTL MNEPEMELLEHU [OOKYMEHTOB, a Takke onepauuu,
coBepllaeMble C [OKYMEHTaMu B MpouLecce UuX C€Oo3haHus U UCMONHeHus (MonyveHue, OTNpaBKa, NpeaBapuTenbHOe
paccMOoTpeHne, permcTpawms, paCCMOTPEHME PYKOBOOUTENEM).

5.2. Uenb opraHusaummn gokymeHtoobopota - obecneyeHme CBOEBPEMEHHOIO MPUHATUS YNPaBNEHYECKUX PELUEHUA U UX
ucrnornHeHnsi. 3agada [OKYMEHTOODOOpOoTa - OpraHu3oBaTb [BWXKEHWE [OKYMEHTOB MO HauMMeHee KOpPOTKOMY MyTu C
MUHMMarnbHbIMU 3aTpaTaMy Tpyda WM BPEMEHWU, B YCMOBUSX 3MEKTPOHHOIO AOKyMeHToobopoTa - obecneuntb JOCTyn K
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OOKYMEeHTaM NoJib30BaTeENAM CSD, B COOTBETCTBUU C NpeaoCcTaBlieHHbIMU UM NpaBaMu.

53.B ycnoBuaAx npuMeHeHus CS,D, B OpraHun3aunn Ncnorb3yrTCA 3NEKTPOHHbIE JOKYMEHTbI, @ TakXKe 3JTIeKTPOHHbIE KOnMun
OOKYMEHTOB, MNOoJly4yeHHble B pe3yrbrate CKaHMpPOBaHUA OOKYMEHTOB Ha 6yMa)KHOM HocuTene. ,D,OKyMeHTbI opraHunsauum,
nMverwuine BpeMEeHHble CPOKU XpaHeHuA (AO 10 net BKJ'II'OqI/ITeﬂbHO) MOryT CO34aBaTtbCA, XPaHUTbLCA U UCNOJSIb30BaATbCA
WUCKINMKOYNTENBbHO B cbopme ANEKTPOHHbIX OOKYMEHTOB.

I'Iepequb AOOKYMEHTOB, Cco3jaBaeMblX, XpaHUMbIX U NCNOJ1b3yEMbIX UCKITKOYUTENTbHO B cbopme ONEKTPOHHbIX OOKYMEHTOB,
yTBEepXOaeTcA pykoBoanTenem opraHm3auun.

5.4. OpraHuzaumst ABMKEHUA JOKYMEHTOB B YCIOBUSX 3NEKTPOHHOIO JOKYMEHTO060pOoTa OCYLLECTBSAETCA B COOTBETCTBUM
C pernaMeHTMpOBaHHbIMKW MaplupyTamu, paspabaTbiBaeMbiMn  Criy>k6oit  AenonpoussoacTsa.  MaplupyTbl  ABMXKEHUN
OpraHM3aLMOHHO-PacNoPAANTENbHBLIX [OOKYMEHTOB AOMKHbI 6biTb OMTUMAanbHbLIMW MO 3aTpataM BPEMEHW, He [OMKHbI
JonyckaTb fyGnupyloLmnx onepaumin 1 Bo3BpaTHbIX ABUKEHUIA, HE 0GYCMNOBNEHHbIX AeMN0BOV HEOOXOANMOCTLIO.

5.5. OpraHusauus 4oKyMeHTOo06opOoTa OCHOBLIBAETCS Ha NPUHLMMAX:

LleHTpanusauum onepauuii no Nnpuemy 1 otTnpaBke AOKYMEHTOB;

pacnpefeneHns JOKYMEHTOB Ha AOKYMEHTOMOTOKM, MMetoLLMe OAMHAKOBbIM MapLIpyT (MapLipyTUsaumus 4OKYMEHTOB);

opraHusauuv npeaBapuTENbHOTO PACCMOTPEHUS BXOAALLMX AOKYMEHTOB;

UCKIHOYEHMUs BO3BPATHbIX ABWKEHWI OOKYMEHTA, He 0BYCNOBMNEHHbIX A€MOBON HE0BX0AMMOCTbIO;

OJHOKPaTHOCTW PerucTpaumnm JOKYMEHTOB;

yCTpaHeHWsi HeOBOCHOBAHHbBIX COTMACOBaHWUM NPOEKTOB AOKYMEHTOB;

BPEeMEeHHOI pernamMeHTaummn onepauuin no o6paboTke, PaCCMOTPEHMIO 1 COrMacoBaHMIO AOKYMEHTOB.

5.6. B pokymeHTOOOOpOTE OpraHMsauuy BbIOENSIOTCS LOKYMEHTOMOTOKU: BXxoaslime (nocTynarolime) OOKYMEHTb;

ucxoasime (oTnpaBnsemble) OOKYMEHTbI; BHYTPEHHME [OOKyMeHTbl. B cocTaBe BXogsWMX UM UCXOAALWMX [OOKYMEHTOB
BbloenaTcs:

[OKYMEHTbI OpraHoB roCyAapCTBEHHO BMACTW, OPraHOB MECTHOTO CaMOyNpaBneHuss;
[OKYMEHTbI (DUnManoB 1 TeppuTopuanbHo 060CoBneHHbIX NogpasaeneHui;
LOKYMEHTbI U3 rocy4apCTBEHHbIX U HEroCcyaapCTBEHHbIX OpraH13aLuii;

3anpocbl genytatoB locygapctBeHHow [Oymbl u uneHoB CoBeta depepauuu, OenyTaToB 3akOHOAATErNbHbIX OpPraHoB
cybbekToB Poccuiickon denepaumm n opraHoB MECTHOIO CamOynpaBreHuns;

obpalLeHns rpaxaaH;

OOKYMEHTbl M3 MNpaBUTENIbCTBEHHbIX U HeNnpaBUTENTIbCTBEHHbIX OpFaHlASaLI,VIIZ 3apy6€>KHle CTpaH W pApyrue rpynnebl
OOKYMEHTOB.

5.7. ,D,OCTaBKa N oTnpaBka OKYMEHTOB B OpraHM3auumn oCyLLecCTBAKTCA cpeacTtsamMu NOYTOBOW CBA3N, d)enb,qberepCKon n
KypbepCKOIZ CBA3N, HAPOYHbIMM W pa3fInvyHbiMK BUOaAMU 3NEKTPOCBA3N ((*)aKCVIMI/IJ'IbHaFI, Tenerpachaﬂ, Teﬂe(*)OHHaﬂ,

ANeKTPOHHas noYTa, CUcTEMa MEXBEAOMCTBEHHOIO 3MEKTPOHHOIo AoKyMeHToo6opota (M30)12 , C3N).

12 Nnsa rocyaapcTBeHHbIX opraHusauuii - yyactHukos M3J0.

58. B opraHn3auunto OocCTaBnAaAeTCcd KoppecnoHaoeHuuna B BuAe NMUcemM, MNMOYTOBBLIX KapTO4ek, 6aH/:|,epor|e|7| N NakKeToB,
nevyaTHbIX M34aHun, Tenerpamm, CbaKCOFpaMM, TeﬂedDOHOFpaMM, ONEKTPOHHbIX [OOKYMEHTOB W J3JIEKTPOHHbIX Konumn
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OOKYMEHTOB.

5.9. an/IeM OOKYMEHTOB OCYLLEeCTBIIAETCA Cﬂy)+(6OVI genonpoussoacTtea. ,D,OKyMeHTbI, norny4YeHHble pa6OTHVIKaMVI oT
apyrnx OpFaHVI3aLI,I/Il\/II, TaKkXe nepenarTcAd B CJ'Iy)K6y aenonpoun3eoacTtsBa And permctpaumm n/vnn y4yeTa.

5.10. Bce nocTynuBLUMe B opraHM3aLuio JOKYMEHTbI NoAiexaT NepeuYHOn 06paboTke, BKIOYaOLWEN:
NpoBepPKY NPaBUINbHOCTU LOCTaBKN JOKYMEHTOB;
NMPOBEPKY LIeNTOCTHOCTM YNaKoBKM (KOHBEPTOB, NAKETOB);

BCKPbITUE YNaKOBKW (32 WCKIIOYEHWEM KOHBEPTOB, MakeToB C noMmeTkon "[IMyHO" u rpadpamu orpaHmdeHus goctyna K
OOKYMEHTY);

NPOBEPKY LIENTOCTHOCTM BXOAALLMX AOKYMEHTOB, BKITHOYASA NPUINOXEHNS;

YHUYTOXEHME KOHBEPTOB, NAKETOB WX YNaKOBKMK;

npocTaBneHne OTMETKU O NOCTYMNIEeHMN AOKYMEHTa B OpraHu3aumio.

5.11. OwunboyHO p[JoCTaBnEeHHblE [OOKYMEHTbl MEepechinarTCsa MO Has3HaYeHWo WM BO3BpPALLaTCs OTNpaBUTENHO.
[oKyMeHTbl, MOCTYNuBLUME B NOBPEXAEHHON YyNakoBKe, MPOBEPSAIOTCA Ha LUEMNoCTHOCTb, B TOM YuCMEe Ha Hanuyune
MeXaHU4eCKNX NoBpeXaEHNN.

MMouyToBbLIE OTNpaBneHus, HecTaHAapTHbIEe MO Becy, pasmMepy, Popme, UMeloLMe HEpPOBHOCTU Mo Bokam, 3aKneeHHble
NNNKOW NEHTON, MMeloLLMe CTPaHHbIN 3anax, UBeT, NpeanonoXnTernbHO UMeoLLME BIIOXEHNS, HE XapakTepHble ANA NoYTOBbIX
OTnpaBrneHni, He BcCKpbiBaloTcA. O nonyyYyeHMn MNOOO3PUTENBHOTO MOYTOBOrO OTNPAaBMEHUS AOKMaAblBAeTCA PyKOBOAMTENO
Cnyx6bl genonponseBoacTea 1 B Criyxby 6e3onacHoCTu (Npu ee Hanu4un).

5.12. Tpun nocTynneHnn BxogsLwero AOKyMeHTa B NOBPEXAEHHOW ynakoBKe, NOBPEXAEeHUN OOKYMEHTa, Npu OTCYTCTBMK B
KOHBepTe (nakeTe) JOKYMEHTa, ero YacTu UNn NPUNOXEHUN K HEMY, a Takke Npu OTCYTCTBMM NOANUCU Ha BXOOALLEM JOKYMEHTe
COCTaBMAETCA akT B [ABYyX 3K3emnnspax Ha OymaxHOM HocuTene, noanucbiBaembli ABYMSA paboTHukamu Cnyxobl

[enonpon3BoacTea.

OOvH 3K3eMMNnsp akTa BMecTe C BXOASLMM [OOKYMEHTOM M ero MpUIIOXEeHUsMU NepesaeTcs Ha npeaBapuTenbHoe
paccMOTPEHME U PErMCTpaLMIiO, BTOPO 3K3EMMIISIP aKTa BbIChINIaeTCcs OTNpaBUTENio.

5.13. KOHBeprI, nakeTbl NI yNnakoBKa COXpPaHAKTCA U npunararTcA K BXoAALNM OOKYMEeHTaM B CllyYadx:

€CI TOJ1IbKO N0 HUM MOXHO YCTaHOBUTb OTNpaBUTENA UK OaTy OTNpaBleHns;

€Cnun BXogaLmm OOKYMEHT NOCTYNuI No3Xe YyKa3aHHOro B TEKCTe AOKYMEHTa CpOKa UCMONMHEeHNA Unn gatbl MeponpuUAaTuA,
npu 6onbLuom pacxoxaeHun mexny gatamMmm nognmcaHna n nonyyvyeHna JOKyMeHTOB.

Mocne 3aBepLueHnsa pa6OTbI C AOKYMEHTOM KOHBEPT BMeCTe C JOKYMEHTOM NnomMmeLllaeTcd Ha XpaHeHune B 4eno.

5.14. KoHsepTbl (nMakeTbl), umetowme oTmeTky "lNuyno" ("Private"), rpudbl orpaHuMdeHns goctyna K [AOKYMeHTam,
cofepXalum cBefeHns KoOHPUAeHUManbLHOro xapakrtepa, He BCKpbIBAlOTCS U NepeaatoTcs:

¢ otmeTkon "MlnyHo" ("Private") - HenocpeacTBeHHO agpecary;
C rpudamm orpaHudeHust goctyna - B cnyx0y KoHdwmAeHUuanbHOro Aenonpou3BOACTBa WM paboTHUKY Cnyxobl
Oernonpou3BoacTBa, B 006513aHHOCTU KOTOPOro BXoAuT 0b6paboTka AOKYMEHTOB, COAEPXaLLUMX CBeAeHUsi KOHUOEHUMANbLHOro

XapakTepa.

5.15. Bxogsiine anekTpOHHble JOKYMEHTbI, MOCTYNMBLUME OT APYrMX OpraHu3auuin no SMeKTPOHHOM nodTe, NocpeacTBOM
C30 w/unu M300 npunumatotca Cnyxbon Aenonpon3BoACTBa.
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OnNeKTPOHHbIE [OO0KYMEHTbl, MOCTYyNMBLUME MO WHMOPMAaLMOHHO-TENEKOMMYHMKAUNOHHBIM KaHanaMm W nognucaHHble
YCUNEHHOW KBanuuumpoBaHHOM nognucelo, BkrtovatoTes B COL0 nocne npoBepkn aneKTPOHHOM Nognncu 1 noaTBepKaeHus

ee JJ.eVICTBMTeJ'IbHOCTVIIE; ANEeKTPOHHblIE [OOKYMEHTbl, MNOCTynuBLlIMe OT AOpyrnx opraHmaau,Mﬁ no SJ'IeKTpOHHOVI no4yTte wu

noanncaHHbIe yCI/IJ'IeHHOVI HeKBaJ'II/Iq:)I/ILLI/IpOBaHHOIZ noannucbro  Unn I'IpOCTOIZ SHeKTpOHHOVI noanncbro, MNMpPoxXogdaT
npegBapuTernibHoe pacCMOTpPEHNE N BKIKOYAKOTCA B CSD, npun Hann4dnn mexay OpFaHV|3aLLI/IeIZ-OTI'IpaBVITeJ'IeM n OpraHI/ISaLI,I/IeVI-
nony4yarenem cornaweHuna 00 obmeHe ANEeKTPOHHbIMW AOKYMEHTaMun, nognncaHHbIMU COOTBeTCTByIOLIJ,eIZ noanncbHo.

13 WnouBmayanbHOM WHCTPYKUMEN MO Oenonpou3BOACTBY MOXET ObiTb MNpedycMOTpeHa pacnedvarka [dOKYMEHTOB,

NOoCTynMBLLNX B cbopme ONEKTPOHHbIX OOKYMEHTOB, C nocne,u,y+ou.|,e|7| OpFaHI/I3aLI,I/IeI7I paGOTbI C HUMU KaK C OOKyMEeHTaMu Ha
6yMa)KHOM HocuTene.

5.16. TMepBunyHas ob6paboTka 3NEKTPOHHBLIX AOKYMEHTOB, MOMYYEHHbIX MO MH(OPMAaLMOHHO-TENEKOMMYHUKALUOHHBIM
KaHanam cB4a3u (anekTpoHHasa nodta, MO, cant opraHnsaumm) oT Apyrux opraHnsaumi n rpaxagaH, JormkHa COOTBETCTBOBaTb
TexXHonornv paboTbl C BXOASALMMN AOKYMEHTAMMU.

5.17. MepsuuHas obpaboTka [OKYMEHTOB 3aBeplUaeTcs WX pacrnpefernieHnemM (COPTUPOBKOI) Ha perucTpupyembie u
HeperucTpupyemble (npunoxenve N 12)14

14 K OOKyMeHTaM, He noagnexawnm permctpaumm, OTHOCATCA AOKYMEHThI, HE Tpe6yrou.u/|e NCMNOJTHEHNA N HE codepXallune
MHdopMauuu, VICI'IOJ'Ib3yeMOl7I B CMpaBO4HbIX Lienax.

5.18. Pernctpauusi Bxogsimx AOKYMEHTOB OCYLLECTBISIETCS He3aBMCMMO OT crnocoba ux JocTaBkM ofuH pas: B Cnyxbe
[AEnonpon3BOACTBa UMK B CTPYKTYPHOM NMoApa3sfernieHny opraHnsaunm B COOTBETCTBUM C YCTaHOBNEHHOW (hopMOii OpraHM3aLmm

penonpoussoacTeals

15 B VIHD,VIBMD,yaJ'IbHOVI MHCTPYKUMN NO OENONPONU3BOACTBY yCTaHaBIMBAE€TCA MEeCTO permctpaumm BxogAawmnx JOKYMEeHTOB

(ueHTpanu3oBaHHO - B Crniyx6e genonpoussoactea unu B Cnyxbe 0enonpon3BOACTBa U CTPYKTYPHbIX MoApasfeneHusix), a
Takke cnocob perncrpauum (8 COL nnu B permctpaLMoHHO-y4eTHbIX hopmax Ha BymakHOM HocuTtene).

[lokymeHTbIl, nocTynatowue U3 Apyrux opraHusaumnii HermoCcpeacTBEHHO B CTPYKTYpHble MogpasfeneHus, Ho Tpebytolme
paccMOTpeHUs1 PYKOBOACTBA, MepedalwTcs Ans  perucTpauuM W NpeaBapuTenbHOro  paccMoTpeHuss B Cnyxoy
[enonpov3BoacTBa.

5.19. PeFVICTpaLI,VIﬂ BXOOAWLNX OOKYMEHTOB OCYLUECTBIAETCA B A€Hb UX NOCTYNJIIeHUA UM Ha CﬂeJZI,YI-OLLLI/Iﬁ pa60q|/|l7| A€Hb
npuv NOCTyniieHnn JOKyMEeHTOB B KOHLEe pa60qero OHA nnn B HepaGOHee BpemMA.

PerucTtpaums obpalleHuin rpaxaaH OCyLLECTBIISIETCA B TEHeHUe TPeX OHel C MOMEHTa NocTynneHns obpatueHmsle .

16 denepanbHbii 3akoH oT 2 mMas 2006 r. N 59-®3 "O nopsake paccMoTpeHUs obpalleHuin rpaxaaH B Poccnitcko

Ddenepauun” (CobpaHne 3akoHoaaTenbcTBa Poccuickon depepaumu, 2006, N 19, c1.2060; 2010, N 27, ¢1.3410; N 31, c1.4196;
2012, N 31, c1.4470; 2013, N 19, c1.2307; N 27, c1.3474; 2014, N 48, c1.6638; 2015, N 45, c1.6206; 2017, N 49, cT1.7327).

5.20. CBefgeHns 0 MOCTYNMBLUEM [OOKYMEHTE BHOCATCH B 9NEKTPOHHYK PeructpauuoHHyto kaptouky (SPK) C3O wnwu
pPEervcTpaumnoHHO-y4YEeTHY0 hOpMYy Ha OyMa)KHOM HocuTene, a MOCTYNUBLUEMY AOKYMEHTY NMPUCBAMBAETCS PErncTpauUOHHbIN
HoMmep.

Perl/lCTpaLl,I/IOHHbIVI HOMep BXOoadALero JoKyMmeHTa COCTOUT 13 NopAAKOBOro Homepa AOKyMeHTa B npeaenax KaneHaapHoro
roga, KOTOprIZ MOXeT ObITb OOnonHeH Ll,VId)pOBbIMVI nnn 6yKBeHHO-LI,VId)p0BbIMVI Kogamu (I/IHﬂ,eKcaMI/I) Nno MCNoJib3yeMbIM

knaccudpukatopaml’

17 CprKTypa perncrtpaumMoHHOro HomMmepa BXoadAuwlero AOKyYMeHTa onpenendetca VIH/J,VIBMD,yaJ'IbHOVI MHCprKLI,VIeﬁ no
genonpon3soacTey opraHmnsaunn.
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5.21. Ha Bcex 3aperucTpMpoBaHHbIX OOKYMEHTax, 3a UCKNIYEeHUEM OOKYMEHTOB, MOCTYNMBLUMX B (hOopMe 3MeKTPOHHbIX
OOKYMEHTOB, NPOCTAaBMAKTCA OTMETKM O MOCTYMMEeHWM OOKYMEHTa B opraHusauuio. B oTmeTke O MOCTynneHun OOKyMeHTa
duKkcHMpyloTcsl  gata nocTynnexnus (Npy HeobXoAMMOCTM - Bpemsl MOCTYMfIeHUs B Yacax M MUHyTax) U BXOOSALLMNA
perncTpaumoHHbIN HOMep AOKYMEHTa B COOTBETCTBUU C NYHKTOM 2.36 [puMepHOr MHCTRYKLIUK.

5.22. [lokymMmeHTbl, MOCTYNUBLUME HA OYMaKHOM HOCUTENE, CKaHWUPYHOTCS, 3MIEeKTPOHHAst KONWsi JOKYMEHTa BKIKOYaeTCcs B
C3[ v npucoeanHsetca k OPK gokymeHTa.

5.23. KOppeCFIOH,D,eHLI,I/Iﬂ Ha WMHOCTPaHHbIX A3blKaX, agpecoBaHHaAA PYKOBOACTBY oOpraHu3auuun, nocne perncrtpadun B
Cny>K6e gernonpoun3soacTtBa nepenaeTcd B COOTBETCTBYHOLWEE noapasaeneHne nnm paGOTHVIKy opraHusauunn ana nepesona u
nocne,u,y}ou.LePl nepegadun Ha paccmMmoTpeHune pykoBoACTBa. WHaga KoppecnoHaeHUna Ha MHOCTPaHHbIX A3blKax nepenaerca no
Ha3Ha4YeHnto HenocpeacTBeHHO B CTPYKTYPHbIe noapa3aenieHuns.

5.24. MNpenBapuTensHOe PaccMOTPeHVE NPOBOAUTCA B LieNAX pacnpeaeneHnst NocTynarLwmx B opraHm3aumio JoKyMeHTOB
Ha Tpebylowmne 06A3aTeNlbHOrO pPacCMOTPEHMS PYKOBOACTBOM OpraHU3auMuM W HanpaensieMble HEeMnoCpeACTBEHHO B
CTPYKTYpHble noapasaeneHus.

5.25. MpepnBapuTenbHOE PacCMOTPeHVE BXOAALMX OOKYMEHTOB ocyulecTensieTca B Criyxbe aenonpousBofcTea nocre
perMcTpaumm 4oKyMeHTOB.

I'Ipe/J,BapMTeanoe paccMoTpeHne MOXeT npoBoAUTbCA OO0 perncTtpauunm B Clyd4ae nocTyrnieHna OOKYMEHTOB C
OTMEeTKaMu, Tpe6yPOUJ,VIMI/1 He3amMeaOnMnTeribHOro pacCMoTpeHna N UCNOJTHEHNUA JOKYMEHTa.

5.26. MNpeaBapuTensHOMY pacCMOTPEHUIO MoanexaT BXOASLIME OOKYMEHTbI, afpecoBaHHble B OpraHM3aLuio U Ha UMsi ee
pykoBoauTensi.

[lokyMeHTbl, agpecoBaHHble noapasdeneHnsiM, PYKOBOAUTENSM roApasgeneHnii U cneuuanuctaM, nepegarotcs B
CTPYKTYpHbIe NnoapasaeneHns 6e3 npensaputensHoOro paccMoTpeHmns 1

12 Cocrae goKyMEHTOB, Noanexalluyx npeasapuTensHOMy PAacCMOTPEHUIO B OPraHU3aLmMm, MOXeT BbiTb KOHKPETM3UPOBaH
B UHAUBWAYArbHOW UHCTPYKLUM NO AEronpon3BOACTBY.

5.27. lMpepBapuTenbHoe pacCMOTPEHUE OCYLLECTBISETCS WCXOAS M3 OLEHKU COAepXKaHUs BXOOALMX AOKYMEHTOB, C
Yy4YeTOM YCTaHOBMEHHOTO B OpraHuW3auuv pacnpegerneHns  (yHKUMOHANMbHbIX 06S3aHHOCTEN Mexay PyKoBOAWUTENEM

opraHusauun, ero 3aMecTUTENsSIMU, PYKOBOAMTENSIMM CTPYKTYPHbLIX NOAPa3aeneHuil.

5.28. o pesynstatam npeaBapUTENbBHOTO PACCMOTPEHUSI LOKYMEHTbl pacnpefensiioTcs Ha [OKYMEHTOMOTOKM,
HanpasnsemMble:

Ha pacCMOTPEHUE PYKOBOAUTENS OpraHn3auun (4OKYMEHTbI, MOCTyNatoLiMe U3 OpraHoB roCyAapCTBEHHON BNacTyh, OpraHoB
MECTHOrO camoynpaBIieHusl, JOKYMEHTbI Mo HanGornee BaXHbIM Y MpUHLMNMATIbHLIM BOMPOCaM AESTENbHOCTM OpraHn3aumn);

Ha paccMOTpeHWe 3amecTuTeneil pykoBoauTens (OOKYMEHTbl MO HamnpaBfeHusiIM  OeATEeNbHOCTU,  KypupyembiX
COOTBETCTBYHOLUMMMU 3aMECTUTENSIMN);

Ha pacCMOTpEeHne UHbIX pyKOBOJJ,VITeJ'IeIZ, rMaBHbIX N BEOYLLUNX CNeunanncTos,
Ha pacCMOTpeHne n UCnorHeHne B CTPYKTYPHble nogpasaeneHna no HanpasneHnam nx OeAaTernnbHOCTHU.

5.29. Mo 3aBepLUEHNM NPEBAPUTENBHOITO PACCMOTPEHMS! JOKYMEHTbI NepeaaroTcsl COOTBETCTBYIOLLMM PYKOBOAUTENSAM Ans
PacCMOTPEHMS U BbIHECEHUS PE30MIOLIMIA (YKasaHWiA N0 UCMOMHEHMIO).

5.30. PaccmoTpeHne JOKYMEHTOB pyKOBOOUTENEM OCYLLECTBNAETCA B AeHb Nepefayn AOKYMEHTOB PYKOBOAMTEMO UMM Ha
cnepywwmii pabounii oeHb, eCnn AOKYMEHThI NepefaHbl PyKOBOACTBY B KOHLE pabodero aHs.

D,OKyMeHTbI, Tpe6yl0|.|.|,|/|e CPOYHOIro pacCcMOTpeHuda, a TakKkKe TenerpaMmmbl " TeﬂquOHOFpaMMbI paccmaTpumBaroTCA
pykoBoguTenem HesamennnuteribHoO.
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5.31. PesynbtaTbl pacCMOTpeHUs AOKYMeHTa pyKoBoAUTENEeM OpraHv3auuun, ero 3amecTutensmu, pykoBoauTensiMu
nogpasgeneHnin oopMnaTCa B BUAE pe3ontouumn B COOTBETCTBUN C NYHKTOM 2.43 [MpuMepHON MHCTRYKLIUMK.

5.32. CeegeHunst o0 pesontoumn (UCMOMHUTENDb, COOEPXKaHWE MOPYYEHUsl, CPOK UCMONHeHUs) crneunanuctom Cryxobl
AenonpoussofacTtea BHocaATca B OPK C3[l, nocne yero uCnonHWTENM MONy4alT AOCTYN K 3NEKTPOHHOMY AOKYMEHTY Wnu
3MNEKTPOHHOM KOMUU OOKYMEHTa, eCNN AOKYMEHT NOCTYynui Ha BymaHoOM HocuTerne.

5.33. [JOKyMeHTbI, MocTynawowme Ha OymaxHOM HocuTene, nocre ux peructpauun, BkitodeHns B COI B BUAe
SMEKTPOHHbIX KOMWIA U PacCMOTPEHMSI PYKOBOACTBOM MepenalTcsi B COOTBETCTBYHOLUME CTPYKTYpHble MoapasgeneHust Ha
UCMOMHeHKe Unu nomeLlatrotcs B aeno B Crnyx6e 4enonponsBoacTBa B COOTBETCTBUM C HOMEHKIATYpOW Aen opraHusaLuu.

,El]'l‘r'l dI)I/chaLLI/II/I (t)aKTa nepegadn BXoOAWKMX [OOKYMEHTOB U UX Konun Ha 6yMa)KHOM HocuTene wucnonHuTenam B
CTPYKTYPHbIE noapasaeneHnda Moryt UCnorb3oBaTbCA XypHarllbl (peeCprl) nepegadyuy JOKYMEHTOB.

5.34. I'IpM 6yMa)KHOM ,D,OKyMeHTOO60pOTe NOONMMHHUKN BXOOALLUMX OOKYMEHTOB, B Cllydae Ha3Ha4eHUA HECKOJIbKUX
ncnonHuTenen nepegarTca OTBETCTBEHHOMY UCMOJTHUTENO, OCTallbHbIM UCNONTHUTENAM Cny>|<6a genonpoun3soacTea nepenaet
KON OOKyMEHTa.

5.35. Vcxopswue OOKYMEeHTbI, 3aB1U3NPOBaHHblE BCEMU 3aMHTEpPEeCcOBaHHbIMU NMUaMn U noanncaHHble pyKoBoAUTENEM
Unn UHbIM YNOJTHOMOYEHHbIM UM NMULOM, PETNCTPUPYIOTCA B Cny>|<6e gernonpoun3soacTea opraHunsauunun.

5.36. Peructpauus mcxoasimMx OAOKYMEHTOB OCYLLECTBMNAETCA B AeHb MOANWCaHMSA UMM Ha crnedylolmin pabounin OeHsb,
€CNny OOKYMEeHTbI BbINv NoanucaHsl B KOHLe paboyvero AHS Unu B Hepabodee Bpemsi.

5.37. MNepen perncrpaumen ncxoaawmx gokymeHToB Cnyxxba genonponssogctsa NpoBepsiET NPaBUITbHOCTb 0POPMIEHMUS
OOKYMEHTOB (B TOM 4ucCre Hanuyve Noanucen, Bu3, NPaBWibHOCTb HaMUCaHWS afpecoB), a TakkKe YKas3aHHbIX B UCXOASALLMX
OOKYMEeHTax MpUnoXeHun, COOTBETCTBME KONMMYECTBA 9K3EMMNNAPOB KONUYECTBY aapecaToB Mo yKasaTento paccCbinku, Hanmdme
OTMETKM 06 ncnonHutene.

5.38. lMpun peructpaumm mncxogdawero nuceMa B COJl cBegeHms 06 oTnpaBnsieMOM OOKYMeHTe dmkcupytotes B OPK, K
KOTOPOW NPUKPENSETCS ANEKTPOHHAS KONWUsi OTNPaBNSEMOro AOKyMeHTa.

Ecnun 3PK 6bina cosgaHa B C3[] npy NOAroToBKe NpoeKkTa AOKYMEHTa, TO NpU perncTpaumm ncxogsero JoOKyMmeHTa B Hee
no6aBnsoTCA cBeAeHWs O perncTpaLunuoHHOM HoMepe, AaTe perncTpauun 1 apyrue cBeaeHnst 06 NCxoasiuemM OKYMEHTE.

5.39. PerncrpaumoHHbIi HOMEpP WCXOASLIEero OOKYMEeHTa [OOMKEH COCTOATb U3 KOOOB (MHOEKCOB) B COOTBETCTBUM C
NpYMeHsAeMbIMU KnaccudukaTtopamu 1 NopsifKoBOro HOMepa AOKYMeHTa B npefernax KaneHaapHoro roga.

[arta perncrtpaumm u perncTpauuoHHbIi HOMEp MPOCTABMNSATCA Ha OTNPaBNAEMOM [OKYMEHTE, a Takke Ha Konuu
ncxogsLlero JOKyMeHTa, ocTaloLencs B gerne, B COOTBETCTBUM C NyHKTamu 2.35, 2.36 [MpruMepHOn MHCTRYKLIMK.

5.40. Ncxogawmin OKYMEHT, NognucaHHbIN pyKOBOAUTENEM OpraHu3aumym Unu MHbIM YNonHOMOYEHHBIM UM AOMKHOCTHBLIM
nyLoM, NepefaeTcs Ha OTNPAaBKy, KONUSA JOKYMeHTa Ha OyMaxHOM HocuTene ¢ BU3amMu NOMELLAETCS B AEMN0 B COOTBETCTBUM C
HOMeHKnaTypon aen.

SJ'IeKTpOHHbIe OOKYMEeHTbI nocne nx noanmncaHuaA SﬂeKTpOHHOVI noanncbro 1N OTNPaBKM agpecaTty XpaHATCA B base OaHHbIX
caa.

5.41. B 3aBMCMMOCTU OT cofepXaHuss U CPOYHOCTU AOKYMEHTbI, OTMNpaBnseMble U3 opraHusauuu, [OCTaBnsTCH
appecartam cpeicTBamu NoyToBOK, dhernbaberepckon CBA3u, CNeLCcBa3n, KypbepoM, SKCNPeCcc-NnoYToNn, a Takke nepegarTcs no
KaHanam anekTpocesaaun (hakcumMmunbHaga cBa3b, Tenerpad, TenedoH, anekTpoHHasa nodta, MO, C3).

O6pa60TKa KoppecnoHaeHUnn aAna otnpaBKku MOYTOBOW CBA3bIO OocCyLlecTBIdAeTCcAa B COOTBETCTBUN C ﬂDaBI/IJ'IaMI/I OKa3aHuga
yCIyr No4YToBon cesAsnl? .

19 Mpukas MuHMCTepCTBa CBSA3U M MAacCOBbIX KOMMYHuKauuii Poccuiickon ®enepauum ot 31 wions 2014 . N 234 "O6

yTBeRxAeHun [NpaBnn okaszaHua ycnyr No4ToBow cBa3un” (3apernctpmpoBaH B MuHuctepctse toctuumnm Poccuiickon depepavimu
26 pekabps 2014 r., peructpaumoHHbii N 35442), ¢ U3MEHEHUsIMU, BHECEHHBIMU MPUKa3oM MUHUCTERCTBA CBA3M Y MACCOBbIX
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KoMMYHuKaLmn Poccuinckon Penepaumm ot 13 dyeBpana 2018 . N 61 "O BHeceHUn nameHeHu B Npukas MuH1UCTepcTBa CBA3N
1 _MaccoBbIX kOMMYHUKauumin Poccuiickon ®enepaumm ot 31 uions 2014 r. N 234 "O6 yTeepxaeHun NpaBun okasaHus ycnyr
noyToBon ceasun" (3apernctpmposaH B MuHuctepctse toctuumn Poccuiickon ®egepaunm 28 mapta 2018 r., pernctpaLoHHbIn
N 50545).

5.42. ,D,OKyMeHTbI, HEe unMmewuine a,u,peCHoﬁ 4YacTtn, NpUMHUMaKTCA Ha OTnpaBKy C conposoauTellbHbIMU NMUCbMaMU (38
MCKMNIOYEHNEM KON pacnopagnTeribHbIX JOKYMEHTOB, HanpaBiideMbiX B N0oABeOOMCTBEHHbIE OpFaHI/I3aLLI/II/I).

HerlpanmbHo O(.bOle'IeHHble AOKYMEHTbl U KoppecnoHaeHuunaA Hecny>|<e6Horo XapakTtepa K oTnpaBke He NpuHMmMaroTca U
BO3BpaLlakTCcA UCNOJTHUTENIO.

[okymeHTbl, noanexaiume oTnpaske, AOIMKHbI 0BpabaTbiBaTbCs M OTNPABNATLCA B A€Hb UX MOAMNUCAHUSA U perncrTpauum
UnNun Ha criegyoLwmn pabounn aeHs.

5.43. [ocbinka unu 3ameHa paHee oTnpaBfieHHOro AOOKyMeHTa OCYLIeCTBAeTCA Mo YyKadaHuio nuua, nognucasLuero
OOKYMEHT.

5.44, I'Ipoxo>+<,qume BHYTPEHHUX [OOKYMEHTOB Ha 3Tanax WX noarotoBkn " O¢)0pMﬂeHVIF| OOJXHO COOTBETCTBOBATb
NPOXOXAEHUIO UCXoOALLNX JOKYMEHTOB, a Ha 3Tane NCnofiHeHnA - BXoAALWNX JOKYMEHTOB.

5.45. MpoeKTbl pacnopsaauTenbHbIX OOKYMEHTOB (MPUKA30B, PacropsikeHui), NoAroToBNEHHbIX ANS NoAnvcaHus, nocne
NOATOTOBKM M COMMacoBaHUA C 3auMHTepecoBaHHbLIMM NvuaMu nepepatoTca B CnyxOGy AenonpousBoacTea Ans MNpoBEpKU
NPaBUIIbHOCTU UX OGOPMIIEHMS.

5.46. lNpaBunbHO OOpMIEHHbIE NPUKa3bl, PacnoOpPsKEHMS NepedarTcs Ha Noanuchb PYKOBOAWUTENO OpraHusaumMm unm
WHOMY YMOSTHOMOYEHHOMY UM NuLLy.

5.47. MNMoanucaHHble NprKa3sbl, PacCnopsKeHNsI MO OCHOBHOW OeATENbHOCTM pernctpupytotca B Crnyxbe genonponssoactea
20,

20 Moagrotoeka npukasoB No JMMYHOMY COCTaBYy K MnoagnnMCaHUKO pykoBoauUTenemMm U KUxX pernctpauma OCyLlecCTBNAKTCA
nogpasgeneHnem no ynpasneHuo nepcoHarom.

MpvikasaMm, pacropsPKeHWUsIM MO OCHOBHOW [AesTENbHOCTM MNpUCBaMBAOTCA MOPAAKOBbIE HOMepa (MO Kaxaon rpynne
AOKYMEHTOB OTAENbHO) B Npeaenax kanexHaapHoro roga. MNopsakoBblii HOMeEP AOKYMEHTa MOXET AOMOSHATLCS BOYKBEHHBIM UK
UMPOBLIM MHAEKCOM, 0603HaYaOWMUM NPUHAANEXHOCTL AOKYMEHTa COOTBETCTBYIOLLEN rpynne JOKYMEHTOB.

CeefeHus o0 permcTpmpyembix npukasax, pacnopsxeHusx BHocatcs B COL unum B nHble permcTpaLMoHHO-y4eTHble (POPMbI
Ha OyMa)KHOM HOCUTENE MUK B 3NEKTPOHHOM hOpMe B COOTBETCTBUM C NYHKTOM 5.54 MprUMERHON UHCTRYKLINN.

5.48. TloanuHHMKM NpUKa3oB (PacropsPKEHU) MO MECTYy WUX peructpauumn OpMUPYHOTCA B Aena B COOTBETCTBUU C
HOMEHKNAaTypou Aer opraHM3aumnu B COOTBETCTBUN C NyHKTOM 8.20 NprMepHON MHCTRYKLUN.

Konuu npvka3oBs, pacrnopsikeHWii pacchinatoTcs UCNONHUTENSM U MHbIM 3aMHTEPECOBAHHbLIM N1LIAM B 3M1eKTPOHHON dhopme
Unv Ha BymMakHOM HocUTerNe B COOTBETCTBUM C yKasaTenem pacCbiiku.

Konuun nprkasoB, pacrnopsikeHuii, paccbinaemMble Ha BymaXHOM HOcuTene, 3aBepsitoTCs B COOTBETCTBMU C MyHKTOM 2.51
[MpruMepHON MHCTRYKLIMU.

5.49. Tlpotokonbl 3acefaHWn, COBELLAHWA, MPOBOAUMBIX PYKOBOACTBOM OpraHusauuu, peructpupytotcs B Cnyxbe
Oenonpou3BoACTBa NN CeKpeTapsiMyM COOTBETCTBYIOLLIMX PYKOBOAUTENEN.

rlpOTOKOJ'IbI 3acefaHun, coBeLlaHum, npoBOAMMBLIX KomnnernanbHbIMA (COBELIJ,aTEJ'IbeIMI/I) opraHamu, KOMUCCUAMU UMK B
CTPYKTYPHbIX noAgpasaeneHnax opraHmsauun, perncTtpupyrotca B noapasgeneHunax, OTBETCTBEeHHbIX 3a opraHu3auuto u
nposegeHne MepornpuaTna. Konuu Takmnx NPOTOKOJ10B NOTOBATCA K pacCCblJiKe U pacCblTaloTCA CTPYKTYPHbIM nogpasaeneHnem,
OTBETCTBEHHbIM 3a OpraHun3auuio n nposegeHne MeponpuAaTuA.
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5.50. TlMpoTokonam mnpucBaMBalOTCA MNOPSAKOBbIE HOMepa B Mpedenax KaneHgapHoro roga unu nepwoga paboTbl
BpeMeHHOI paboyen rpynmbl (KOMUCCKM) NO KaXXAOoW rpynne NpoTOKONOB OTAENBHO.

MoAnMHHMKM NPOTOKOMOB MO MECTYy MX peructpauun opMUpYHOTCA B Aena No HOMEHKnatype gen opraHusaumm B
cooTBeTcTBUM ¢ NyHKTOM 8.20 MprUMEepRHON UHCTRYKLINN.

5.51. BHyTpeHHWEe OOKYMEHTbl Ha UMSi PyKOBOAUTENS OPYroro CTPYKTYPHOro noapasgeneHus peructpupytotca B COO nnm
(npu otcytctBUM C3I MM OTCYTCTBUM BO3MOXHOCTU 3aperncTpuMpoBaTb BHYTPEeHHW AokymeHT B C3[) peructpupytotcs B
nogpasgeneHnn, co3gaBliMM AOKYMEHT. 3aperMcTpMpoBaHHbIN JOKYMEHT nepefaeTcs HenocpeacTBEHHO B noapasgenexHue -
agpecart, B KOTOPOM MOBTOPHO HE perncTpupyeTcs.

5.52. MNpwu BkntoyeHun B CI[, BXOAALWMUX OOKYMEHTOB, UX perncrpauum, paccmMoTpeHun u ncnonHeHmn B IPK BHocATcs
cneayrolme cBeaeHns o JokymenTe 21:

21 YkasaHHbIN cocTaB cBeAeHuWil, BkoYaemblx B C3[l npu perncrpaumMm v B XoAe PacCMOTPEHUSt U UCTIONHEHWS
BXOASALLMX M UCXOOSALIMX JOKYMEHTOB, 0b0si3aTeneH Anst opraHnsauuim - yyactHukos M30.

a) HaMMeHoBaHWe opraHu3aumun (KoppecnoHaeHTa);

0) agpecar;

B) HaMMeHoBaHWe BMAA JOKYMEHTA;

r) 4ata nocTynUBLLUETNO JOKYMEHTA;

4) perncTpaumoHHbIA HOMEpP NOCTYMNMBLLENO AOKYMEHTa;

€) JOMKHOCTb, haMUnnsa 1 MHULManbI nuua, NoanvMcaBLLIEro JOKYMEHT;

X) Aata NocTynneHns AOKyMEHTa;

3) BXOASLNIA PErncTpaLmOHHbIA HOMEP;

N) 3arofioBOK K TEKCTY (KpaTKOe coaepkaHme OOKyMeHTa);

K) KOFNIMYECTBO FIMCTOB OCHOBHOIO [LOKYMEHTA;

1) OTMETKA O NPUNOXKeHUM (KONMYECTBO NPUNOXEHUIA, 00LLEE KONMMYECTBO JIMCTOB NPUMOXEHUN);

M) CBEOEHUS O CBSI3aHHbIX JOKYMEHTax (HaMMeHOBaHWe BUAa JOKYMEHTA, AaTa, PErMCTPaLMOHHBIA HOMEP, TUM CBA3W);
H) pesontoumns (McnonHuTenb (MCNOMHUTENN), NOPYYEHNE, OOMMKHOCTHOE NNLIO, AaBLUEE NopyveHne, gaTa);
0) CPOK UCMONHEHWS LOKYMEHTA;

M) MHOEKC Aena no HOMeHKNaType Aern;

p) cBeAEHMS O Nnepeagpecauun JOKYMEHTa;

C) OTMETKa O KOHTPOIE;

T) rpucp orpaHM4eHnss 4OCTyna K JOKYMEHTY;

y) cBeaeHns 06 areKTPOHHO NoAMnMcH;

) pesynsTaT NpoBEpKUN INEKTPOHHON noanucKn 2

[okyMeHT coxpaHeH ¢ noptana docs.cntd.ru — anekTpoHHoro coHaa us 6onee 25 000 000 HopMaTUBHO-NPABOBbLIX U HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB


http://docs.cntd.ru/
http://docs.cntd.ru/document/542623605#8R80MB

06 yTBepxaeHUn MprUMepHON MHCTPYKLMK NO AEeNONPOU3BOACTBY B rOCYAapCTBEHHbIX OpPraHn3aLmsax Crpanuua 39
lNpuka3 Pocapxusa om 11 anperns 2018 2. Ne 44

22 Bkniovatotcst B CO[1, ecrnn NOCTYNMBLLMIA AOKYMEHT NOANMUCAH YCUIEHHON 3MEeKTPOHHON NOAMMUCHIO.

5.53. Mpwu BkntoveHnn B COL ucxogsawmx aokymeHToB B OPK BHOCATCS cneayolue cBeaeHUs: 0 JOKYMEHTE:
a) agpecar;

0) AOMKHOCTb, (haMuUnNUs U HULManbl nuua, NoanMcaBLUEro JOKYMEHT;

B) HaMMeHOBaHWe BMAA JOKYMEHTA;

r) oata JOKYMEHTa;

[) PErMCTpaLmOHHbIA HOMEpP JOKYMEHTA;

€) 3arosfloBOK K TEKCTY (KpaTkoe copepkaHue OOKYyMeHTa);

X) CBeAeHNs1 0 CBA3aHHbIX AOKYMEHTaxX (HAaMMEHOBaHWe Buaa AOKYMEHTa, AaTta, PErMcCTPaLMOHHbIA HOMEepP, TUM CBSA3W);
3) KONMYECTBO NINCTOB OCHOBHOMO AOKYMEHTA; 1) MHAEKC Aena no HOMeHKnaType aen;

K) OTMETKa O NPUMoXeHUM (KONMYECTBO NPUNOXEHNIA, 00LLEee KONMYECTBO JIMCTOB NPUMOXEHUR);

n) rpud orpaHMyeHus 4ocTyna K JOKYMEHTY;

M) nogpasgerneHne - OTBETCTBEHHbIN UCMONHUTENb OKYMEHTa;

H) cBegeHnss 00 3MNEeKTPOHHOM nognucuy.

5.54. Mpw BkntodeHnn B CIL BHyTPEHHNX AoKyMeHTOB B OPK BHOCATCA crieayowme CBeAeH st O AOKYMEHTe 23

23 CoctaB cBefeHuit, BHoCUMbIX B CO[] npu peructpaumum BHYTPEHHNUX JOKYMEHTOB, 3aBUCUT OT BMa PErMcTpupyeMoro
AOKyMeHTa.

a) HaMMeHoBaHWe NoapasgeneHns, NOAroTOBMBLUErO NPOEKT JOKYMEHTA;

6) HaMMeHoBaHWe BUAa OOKYMEHTa;

B) AaTa JOKYMEHTa;

r) perMcTpaumoHHbIN HOMEP OOKYMEHTA;

4) OOMKHOCTb, (hamnnvs 1 nHMumansl Nuua, NoanucaBLLErO JOKYMEHT;

€) CBeleHUs 0 CBSI3aHHbIX JOKYMEHTax (HaMMeHoBaHWE Buaa OOKYMEHTA, AaTa, PErMCTPaUMOHHBIA HOMEP, TUM CBA3W);
) 3arofioBOK K TEKCTY (KpaTKOE COAEpKaHNe JOKYMEHTA);

3) OTMETKa O MPUITOXKEHUN (KONNMYECTBO NPUOXKEHWI, OOLLEE KONNYECTBO JIMCTOB NPUITOXKEHNIA);
1) MHOEKC Aena no HOMeHKNaType Aen;

K) yka3aHusi MO CMOMHEHMNIO LOKYMEHTa (UCMOMNHUTESNb, MOPYYEHUe, AaTa UCTIONHEHNS);

n) OTMETKa O KOHTPONE;

M) rpudd orpaHUyYeHUst AOCTyna K AOKYMEHTY;
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H) nogpasgeneHune (ﬂ,OJ'I)KHOCTHOG J'II/ILI,O) - necnonHutenb (OTBeTCTBeHHbIVI VICI'IOJ'IHI/ITeJ'Ib) OOKYyMEHTa.

[ononHUTeNbHO K YKa3aHHbIM CBEAEHUSM O BXOAALMX, UCXOOAWMX W BHYTPEeHHMX AokymeHTax B OPK C3[ wmoryt
BHOCUTbLCS NHbIE CBEOEHUSI.

5.55. Y4eT konuyecTtBa OOKYMEHTOB, NOCTynuBLUMX, CO3OaHHbIX, OTNpPaBliieHHbIX 3a onpe,qeneHan?l nepunon BpeEMEHMN,
MOXEeT MNMpoBOAUTBLCA MO oOpraHm3auun B UernoMm, Nno oTAaelibHbIM CTPYKTYPHbIM nogpasgenieHndam, no rpynnam OOKYMEHTOB,
KOppecnoHAeHTaMm, DEeNCTBMAM, npoun3eegeHHbIM C JOKYMEeHTaMu, U OpyrumMm napametpam, HeO6XO,D,VIMbIM Aana aHanmsa pa60TbI
C AOKyMeHTaMM B Lelndx ee COBepLUeHCTBOBaHUA.

5.56. MNpn yyeTe obbema AOKyMeHTOOOOpPOTa MOACHMTLIBAETCA KONMUYECTBO AOKYMEHTOB BbIAEMEHHOW rpynmnbl. Yyer
Konm4yecTBa AOKYMEHTOB NPOBOAUTCA MO AaHHbIM C3[], perncTpaumoHHO-y4ETHbIX XYpPHAaroB 1 KapToTek.

5.57. 3a eanHnLy y4yeta Konun4yectea AOKYMEHTOB NMpUHMMaEeTCA €OUHCTBEHHbIN K3eMnnAaAp OOKyMeHTa (ﬂO,D,ﬂVIHHMK nnum
KOMUs1, €CIN KONUS -eANHCTBEHHbIN K3eMnnAaAp AOKyMeHTa B opraHusauun, Hanpumep, Konma ncxogdwlero FIMCbMa) bes ydyeTa
KOMWi, co3gaBaeMbIX npuy nedatn m KonnmpoBaHUKM (TVIpa)KVIpOBaHVIM). Konun AOOKYMEHTOB TMNpu HeobxogMMocTn aHanuaa
Y4nUTbIBaOTCA OTAENbHO.

5.58. Pesynbrathl yueta ob6bema JOKYyMEHTOOOOpOTa B opraHm3auunn exerogHo obobatotca Cnyxbon enonpomsBoacTea
1 NPeACcTaBnAOTCA PyKOBOACTBY B BuAae otyeTa 06 o6beme fokymeHToobopoTa 3a rog.

V1. KOHTPOJ1b UCMONHEHUA OOKYMEHTOB (NMOPYYEHUN)

6.1. KOHTpOnb MCnonHeHnst OKYMEHTOB (MOPYYeHUIA) BEAETCH B LIENSX MX CBOEBPEMEHHOIO U Ka4ECTBEHHOIO UCMOMNHEHMS.
6.2. KoHTponb ncnonHeHmsa OKyMeHTOB (MOpyYeHnin) Be4eTcs:
PYKOBOAMTENEM MIN MHBIM JOIMKHOCTHBIM FNALOM OpraHM3aumy - UICMOMHEHUS OKYMEHTOB (MOPYYEHWIA) NO CyLLECTBY;

Cnyx06oi [enonpon3BoAcTBa OpraHn3aunm U OTBETCTBEHHBLIMW 3a AENONPOU3BOACTBO B CTPYKTYPHbIX Nogpas3feneHusix -
CPOKOB MCMOMHEHUS JOKYMEHTOB (MOPYYEHUIA).

B Cnyx6e nenonpovn3eoAcTBa LeHTpanvM3oBaHHOMY KOHTPOIMIO Nogsiexart 3aperncTpupoBaHHbIE JOKYMEHTLI C OTMETKOW O
KoHTpone ("KoHTponb"), npoctaBnsiemMon B COOTBETCTBUWM C OYHKTOM 2.54 [IpUMEPHOM WHCTPYKLUUW, @ B CTPYKTYPHbIX
nogpasaeneHunsix opraHnusaunm - Bce 3apermMcTpMpoBaHHble JOKYMEHTbI, TPEOYOLLME UCTIONHEHWS.

6.3. PacnopsguTenbHble OOKYMEHTbI, NPOTOKOMbI 3acedaHuin (COBELLAHWI), CoAaepKalime MnopyvyeHUsi C KOHKPETHbIMU
CpOKaMW UCMOMHEHUS], CTaBATCSt HA KOHTPOSb MO KaXA0MY NOPYYEHUIO OTAENBHO.

6.4. KOHTpOmnb CPOKOB MCMOSNTHEHWST LOKYMEHTOB (MOPYYEHUI) BKINtOYaET B cebs:

NOCTaHOBKY JOKYMEHTOB (MOPYYEHUIN) HA KOHTPOSb;

NMpPOBEPKY CBOEBPEMEHHOCTM JOBEAEHMWS [OKYMEHTOB (MOPYYEHUIA) A0 UCMOMHUTENEN;
npeaBapuTernbHY NPOBEPKY U PEFYNUPOBaHNE XOA4a UCMNOMHEHUS JOKYMEHTOB (MOpyYeHui);
CHSAITME C KOHTPOIS JOKYMEHTOB (MOPYYEHUI);

yyeT, o600LleHne 1 aHann3 pesynsTaToB XO4a UCTONHEHMST OKYMEHTOB (NMOpYyYeHUn);

NHOPMUPOBaHME PYKOBOOAWUTENEN O XO4e WCMOMHEHNS OOKYMEHTOB (MOpPYYEeHW) M COCTOSHUM WCMOSTHUTENbCKON
AVCLUNIUHBI.

6.5. Cpoku MCNOMNHEHUS1 AOKYMEHTOB (MOPYYEHUIA) UCHUCASIOTCS B KarneHAapHbIX AHSIX.

Ecnu nocnegHuin geHb CpoOKa WCMOMHEHWUSI OOKYMEHTa (MOopyyeHus) NpUXOOMTCA Ha Hepabouun OeHb, TO AOKYMEHT
NOANEXUT UCMOMHEHNIO B Brivdkanuniz cnegyoLmii 3a HAM pabounii OeHb.
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[ata ucnonHeHus gokymeHTa (nopydeHus) dukcupyetca B OPK C3 wnu uHOW pernctpauuoHHO-ydYeTHon dhopme,
MCnonb3yeMon Ang OTCMEXMBaHWUSA CPOKOB UCMOSNTHEHNS AOKYMEHTa (MopydeHus).

CpOKVI NCMNONMHEeHNA OOKYMEHTOB (I'IOpy'-IeHI/IVI) YCTaHaBIMMBAKTCA pyKoBOOAUTENEM, UCXOOA U3 CPOKa, YCTAaHOBJIEHHOIO
OpFaHI/I3aLI,I/IeI7I, HaﬂpaBI/IBLIJeI;I OOKYMEHT, UInn CpoKOB, YCTaHOBIIEHHbIX 3aKOHOAATEeNIbCTBOM Poccuiickon Cbe,qepau,mm.

6.6. [JokyMeHTbl (Nopy4yeHus) nognexar UCMOSTHEHNIO B CrieayoLmMe CPpOKU:
C KOHKPETHOW AaToN UCNOMHEHMNS - B YKa3aHHbIN CPOK;

6e3 ykaszaHWsi KOHKPETHOW OaTbl UCMOMHEHUS, MMEIOLWME B TEKCTE NMOMETKY "BecbMa CPOYHO" - B TEYEHWE OAHOro AHS,
"Ccpo4HO" - B 3-4HEBHbIN CPOK; "onepaTmBHO" - B 10-OHEBHbIN CPOK; OCTanbHbIE - B CPOK He 6onee 30 gHen;

no napnamMmeHTCKMM 3anpocam - He no3gHee 4Yem 4epes 15 gHen co gHsA nony4YeHns;

no 3anpocam uneHoB CoseTta Penepauun, genytatoB ocygapcteeHHon Jymbl (genyTaTtckomMy 3anpocy) He nosgHee Yyem
yepes 30 gHen co OHA NOMyYeHUs;

No MeXBEOOMCTBEHHbIM 3anpocaM O MPeAcTaBMneHWM AOKYMEHTOB W (unu) uHdopmaumn B UensiX npegocTaBreHust
rocygapCTBEHHbIX U MyHUUMNAnbHbIX ycnyr - 5 paboyunx OHEN cO AHSA MOnyYeHus 3anpoca, ecnv 3akoHoAaTeNbCTBOM
Poccuinckon ®enepaLmm He yCTaHOBIEH UHOW CPOK;

no obpateHunsm rpaxaaH - 30 AHEN COo AHS perncTpaumn.

6.7. Mp1OCTaHOBUTL UCMOSTHEHWE KOHTPOSIbHOMO AOKYMeHTa (MopydeHusl), a Takke OTMEHUTb ero MOXeT PyKOBOAMTENb,
noAnucaBLLUMIA OKYMEHT UMW AaBLUMIA NopyyeHue (ykasaHue).

6.8. B uensix cBOEBpPEMEHHOrO UCNOMHEHNST LOKYMEHTOB, NOPyYeHWIn (yKa3aHui), NOCTaBMNEHHbLIX HA KOHTPOIb, paboTHUK
Cnyx06bl 4enonpon3BoacTBa, OTBETCTBEHHbIV 338 BefeHNe KOHTPOMsS UCMOMHEHUs AOKYMEHTOB, MPOBEPSIET CBOEBPEMEHHOCTb
[OBeAeHUs JOKyMeHTa (NopyyYeHunst) 4O MCNONHUTENS.

6.9. Ecnun cpok UCnonHeHust JoKyMeHTa (NMopy4veHusl) NpeBbillaeT O4MH Mecsl, B Lensx obecnedyeHnss CBOEBPEMEHHOIO
WCMONHEHNUs1 [OOKYMeHTa (NnopyveHusi) MpoBOAMTCS MNpedBapuTErbHbIA  KOHTPOSlb WM HaNOMWHAHUS  UCMOSHUTENSM O
NPUBIMXXEHNN CPOKOB UCMOSTHEHNS AOKYMEHTOB (MOPYYEHUN).

6.10. NpenBapuTenbHbIA KOHTPOSb OCYLLECTBASIETCA B CNeAyLEeM MOopsifike: JOKYMEHTOB (MOpyYeHMI) nocneayowmx net
- He pexxe 0gHOro pasa B rog;

OOKYMEHTOB (NMOpYyYEHMI) NOCNEAYOLLNX MECSILIEB TEKYLLErO rofia - He pexe OHOro pasa B MecsiL;
OOKYMEHTOB (NMOpPYYEHMI) TEKYLLEro Mecsila - 3a 5 AHeN 0O NCTEYEHNsI CPOKa UCTIONHEHNS.

6.11. HanomuHaHue wWcnonmHWTENAM O MPUBNMKEHNN CPOKOB  MWCMONHEHUs OOKYMEHTOB (MOPYYEHUN) MOXeT
OCYLLIeCTBNATLCA B aBTOMAaTU4eckom pexume nocpeactsom CO[.

HanomuHaHua uvcnonmHuTensm, a Takke WHpopmauus o6 UCMOMHEeHWM AOKYMEHTOB (MOPYyYeHWit), nonyyYeHHas oT
ucnonnutenen, dukcupyrorca B SPK CO unu MHbIX perncrpaumoHHO-yYeTHbIX hopmax, MUCMOonb3yeMblX AMS KOHTPOons
UCMOSHEHUS JOKYMEHTOB (MOPYYEHUN).

6.12. MNMpn HEOOXOOMMOCTU U3MEHEHMS CPOKA MUCMOMHEHUST OKYMEHTa (NMOpYyYeHUs1) OTBETCTBEHHbIA UCMONHUTENb 06s13aH
npeacTaBuTb Ha UMS PyKOBOOWUTENSs, OaBLUEro nopyyeHue, obocHoBaHWe (CnyxebHyk 3anucky) O NpoasieHMM cpoka C
yKasaHueM npuynH NpoaneHns u Aatbl UCMONHEHNS.

O6ocHoBaHue npoaneHna Ccpoka UCNONMHEHUA OOKyMeEeHTa (nopyquMﬂ) AOJTKXHO ObITb HanpasiieHO COOTBETCTBYHOLUEMY
pykoBoOAUTENIO HE NO3aHEee, YeM Mo UCTe4YeHUN OBYX TPETbUX CPOKa UCMOJTHEHNA OOKYMEHTa (nopyquMﬂ).

O6 wu3MeHeHWM cpoka MCNOMHEeHWs [OKyMeHTa (MopyyeHus) OTBETCTBEHHbIN UcnonHuTenb UHgopmupyeT Cryx6y
penonpoussoacTea 24 .
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24 AnanormyHbiM 06pasoM MOryT 6biTb BHECEHbl M3MEHEHUS B COCTaB MCMOMHWUTENei AOoKyMeHTa (ropyyeHust) ¢
0653aTenbHbIM MHopMUpoBaHeM Cryx0Obl 4enonpon3BoACTBa.

6.13. [JokyMeHT (MOopy4YeHMe) cYUMTaeTCsl WCMOMHEHHbIM, €CNM MPUHSATbI pPelleHMst MO MNOCTaBfiEHHbIM BOMpocam,
NMoaroTOBMEHbl COOTBETCTBYHOLLME [OKYMEHTbI, HanmpaerneHa cripaBka 06 WCMOMHEHMU B COOTBETCTBYHOLUME OpraHbl BracTu
(opraHusaumun) unu gaH oTBeT No CyLLECTBY 3aMHTEPECOBaHHbLIM NMLUaM.

PelwweHne 06 ncnonHeHun AokymeHTa (MOpyyYeHWsl) NMPUHUMAaET PYKOBOAWUTENb, NOCTaBMBLLMIA AOKYMEHT (MopyYeHue) Ha
KOHTPOIb, ¢ 06s13aTeNbHLIM MHGOPMUPOoBaHMEM CryxObl Aenonpor3BoACTBa OpraHM3aLmm.

Ha ncnonHeHHOM JOKYMeHTe MpOoCTaBnseTcs OTMETKa O HanpasneHun JOKyMeHTa B 4eno B COOTBETCTBUM C NyHKTOM 2.55
[pYMepHOW _MHCTRYKUMKW, CcBegeHus o6 UCMoNHeHWM [doKymeHTa (nopydveHus) BHocaTcs B OPK C3O wunm  wuHyo
perucTpaumoHHO-Y4YETHYI0 (OOPMY, UCMONb3YEMYIO ANA KOHTPOMNS UCNOMHEHNS.

6.14. [JJokyMeHTbI (MOPYYEHUS), HE CHATbIE C KOHTPOMS, a Takke AOKYMEHTbI (MOPYYEeHUs), CPOK UCMONMHEHUSA KOTOPbLIX He
npoasieH, CYNTarTCS HEUCMONHEHHBIMMU.

6.15. Cnyxba n[enonpovsBoAcTBa OpraHvM3auuu aHanusaupyeT COCTOSIHME U pe3ynbTaTbl WCMOMHEHUS [OKYMEHTOB
(nopyYeHnin) n COCTOSAHNE UCMONMHUTENBCKON OUCLMNITNHDI:

B nopdaKke npeaBapuTesibHOro KOHTPOIA HanpaBndeT B CTPYKTYpHble nogpasgeneHuna opraHun3adunm HanoMumHaHuA o
OOKYMeHTaX, CPOKN UCMOJTHEHNA KOTOPbIX NCTEKAKT (3a 3-5 aHer 4o OKOHYaHusA CpOKa ncnosnHeHus ,CI,OKyMeHTa);

pa3 B Mecdl M NOo OKOHYaHuM roga pykoBOOWUTENHO OpraHu3auum n pykoBoAUTENAM CTPYKTYPHbIX I'IOD,pa3/J.eJ'IeHVIl7I
HanpaBnAaeT OT4eThbl O KOnn4yecTee OAOKYMEHTOB, UCMNOJTHEHHbLIX B CPOK, UCMNOJTHEHHbIX C NMpoarfieHneM CpoKa WUCMNOJIHEeHUA, He
WUCNOJTHEHHbIX, HaxogAlWunxca Ha WCNOofIHEHUMM NOo opraHun3auun B LUEeNoM, MO CTPYKTYPHbIM noapasgeneHnam u, npu
HeobX0AMMOCTH, - NO OTAENBbHBIM UCNONHUTENSM.

VIl. OPFTAHN3ALUA PABOTbI UCTNONMTHUTENA C AOKYMEHTAMU

7.1. UcnonHuTenb nony4aeT JOKYMEHTbI Ha UCMOMHEHWE B AEHb UX PACCMOTPEHUSI UMW Ha criegyowmn pabounin AeHb B
COOTBETCTBUM C PE30MOLUSIMU PYKOBOACTBA OpraHun3aumm n pykosoauTens nogpasgenenus. CpoyHble JOKYMEHThI NepeaatoTcs
WCMOSHUTENIO HEe3aMea ITENbHO.

7.2. [okymeHTbl, nocTynawwme B CTPYKTYpHOe MoApasfeneHne C pes3oniouMsMy  pyKOBOACTBA, NepeparTcs
pykoBoguTento nogpasgeneHus. Ecnu JokyMeHT, NOCTYNUBLLMIA Ha WCMONHEHWE B nogpasfefieHne, He MMEET OTHOLLEHMWS K
KOMNeTeHUMW NoapasneneHnsl, pykoBoAMTENb NOApa3neneHns B TOT XKe AeHb UK Ha criedyowmin pabounii AeHb Bo3BpaLLaeT
ero B Cnyx0y AenonpousBoacTBa AN peLleHnsi BOMpoca O nepeHanpaBlieHun ero Ha UCMOSIHEHE B Apyroe nojapasgerneHve
(opyromy mcrnonHuTento).

7.3. icnonHeHne JoKymeHTa npegycmartpuBaet:

cbop 1 aHanua HeobxoQMMOoK MHopMaLUK;

NoAroTOBKY MPOEKTa AOKYMEHTA U ero opopMIieHue;

cornacoBaHue npoekTa AoKyMeHTa C 3anHTepeCcoBaHHbIMU NTMLUAMU;

4opaboTKy NpoekTa AOKYMEHTa MO 3aMeYaHusiM, NoMyYeHHbIM B XO4€e COrfacoBaHus U, NpyY HEOBXOAMMOCTH, - MOBTOPHOE
corrnacoBaHue);

NOAroTOBKY CrMcKa (ykasaTernsl) pacchifikiu JOKYMEHTA, eCliv JOKYMEHT afpecoBaH rpynne opraHvu3auui;

npeacTaBneHne NpoekTa AOKyMeHTa Ha NoAnuck (YTBepXaeHUe) PyKOBOACTBY;

noaroToBKy AOKYMEHTa K OTnpaBKe U nepenadyy Konnnm 4OKyMeHTa B Aerno 25
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25 BeinonHsetcs Cnyx601 Aenonpons3soacTsa.

7.4. I'IpM HanpasereHnn LOOKYMEeHTa HECKOJIbKMM WCNONMHUTENAM OTBETCTBEHHbIM 3a MNOAroTOBKY MpOeKTa AOOKyMeHTa
ABNAETCA UCMOJTHUTEND, yKa3aHHbII7I B pe3ontounm nepBbiM Unn 0003Ha4YeHHbI B pPe30Niounn Kak OTBETCTBEHHbLIN UCNOMHUTENMb.

7.5. OTBETCTBEHHbIA WUCMNONHUTENDb MMEET npaBo AaBatb MOpy4YeHUA OCTallbHbIM UCMONHUTENAM, NPOBOAUTbL paGoqme
coBelwaHna gna Bblpa60TKI/I COBMECTHOIO peLleHunA. Bce vucnonHutenu B paBHOIZ cTeneHn oTBeTCTBEHHbI 3a CBOEeBpeMEeHHOEe U
Ka4vyeCcTBeHHOe WCNoJIHeHne nopyvYeHnda wu npencrasiieHne OTBETCTBEHHOMY WUCMONHUTENIO B YCTaHOBIIEHHbIE MM  CPOKU
HeO6XOﬂI/IMbIX maTtepunanoB (I'IpOGKTOB OOKYMEHTOB, CI'IpaBOK). McnonHutenu He wumetoT npaea nNpencrTaBliAaATb MPOEKTbI
OOKYMEHTOB pyKOBOOUTENIO, AaBLUEeMy nopy4vyeHne, MMHyA OTBETCTBEHHOIo NCMNONMTHUTENA.

7.6. B cnyyae otcyTcTBUS mMcronHuTenst (KOMaHAMPOBKa, OTMyCK, OoOnesHb) AOKYMEHT MO YyKasaHWio pyKoBOAUTENs
nogpasgeneHns nepeaaeTcs ApPYromMy WCNOMHUTEN0 € o6si3aTenbHbIM cooOLieHMeM ero damunuu [enonponsBoanTENto
noapasaeneHusa Ansg BHeceHns nameHeHunin B APK gokymeHTta B C3[1 Mnm uHyo perncTpaunoHHO-yYETHYIO (DOpMY.

7.7. Tlpy yBOMbHEHUWM WM Mepexode Ha [Apyrol y4acTok paboTbl COTPYAHWK 06si3aH caaTb [OOKYMEHTbl M Jena
PYKOBOAUTENIO NoApasaeneHnst Unm no ero ykasaHuio BHOBb Ha3HaYeHHOMY COTPYAHWKY (B criyyae HeoGXOoAMMOCTHU, - MO aKTy
npvema-nepeaayn, B KOTOPOM YKasblBaloTCA BUAbI Aen (3arofioBkM Oen) U MX KOMWYECTBO M KOTOPbIM MOAMUChIBaeTCA
paGoTHMKOM, NepeaaBLUMM AOKYMEHTbI, U pabOTHUKOM, MPUHSIBLUMM [OKYMEHTI).

7.8. Pe3yJ'IbTaTOM NCNOJTHEHNA OOKYMEHTa ABNAETCA NPOEKT AOKYMEHTa, NOAroTOBMEHHbIN UCMNONHUTENEM.
I'IpoeKT OOKyMeHTa CO BCeMu HeobxoaMMbIMuK NPUNOXEHNAMMU, Hamne4aTaHHbIn © O(bOpMJ'IeHHbIVI B COOTBETCTBUM C

npasunamm, yCctaHOBJIEHHbIMW B pasgene 3 MpumepHon MHCTPYKLINK, NCNONHUTESNb COornacoBbiBaeT C 3anHTepecoBaHHbIMU
nogpasgeneHnaMmm n nmuamm u, npun HeobxogmMmocTu, ¢ Apyrumm opraHmsaunamu.

[loKyMeHTbl, NpedHasHauYeHHble ANs OTNpaBkW, OgopMIATCA Ha 6raHke opraHv3auuy yCTaHoBIeHHOM opMbl. Ons
OTNpPaBKM JAOKYMEHTOB, HE MMEIOLLIMX aApecHO YacTu, COCTaBIISIETCS CONpPOBOANUTENbHOE NMUCHMO.

Ha pokymeHT, paccbinaemblii Gonee 4yem B YeTblpe afpeca, WCMOMHWTENb FOTOBUT CMWCOK PaCChISIKW, OMNpeaensiet
KOSIMYECTBO 9K3EMMNIIAPOB JOKYMEHTA M Mocne peructpauum obecneymBaeT M3roToBMNeHNe HeoBXoaNMOro KonmyecTsa Konmi.

7.9. UcnonHutenb (OTBETCTBEHHLIN MCMOMHUTENbL) OpPraHM3yeT corflacoBaHWe (BU3NPOBaHME) MpoeKTa OOKyMEeHTa co
BCEMUW 3aMHTEPECOBAHHbLIMW NMLAMM U NPOBOAUT AOPabOoTKy NpoekTa Mo 3amMedaHusiM B COOTBETCTBMM C nyHkTamu 4.1-4.11
[puMepHON NHCTRYKLIUN.

Mpy HanuyMm GorbLIOrO KONMMYecTBa 3aMedaHuit OO0 NpeacTaBrieHnst 4opaboTaHHOro NpoekTa [OoKyMeHTa Ha noanuch
PYKOBOAWTENIO WUCTONHUTENb FOTOBUT CBOAKY 3aMedaHuit (NMpeariokeHuin), B KOTOPOW yKasblBaeTCcs: codepkaHue 3amevaHus
(NpeanoxeHus), OOMKHOCTb, haMuUnna nuua, AaBLIEro 3aMedaHue, MPUHSATO UMM OTKIOHEHO 3aMedaHue (ecnu 3amedaHue
OTKIIOHEHO, - MPUYMHY OTKITOHEHMS).

7.10. Mocne gopaboTkM M MOBTOPHOIO BM3UPOBaHMSA (COrMacoBaHUSA) NPOEKT OOKYMEeHTa nepefaeTcd Ha nognucaHue
(yTBepxaeHue). o npenctaBneHWs Ha NOAMNWCH UCMOMHUTENb MPOBEPSIET MPaBUITbHOCTb OGOPMIEHUSA [OOKYMEHTa,
npaBuNbHOCTb OGOPMIEHUA afpecaTta, Hannine HeobXoOWMbIX BW3, MPUMNOXEHUA, NpU HEOOXOOAMMOCTU - CMpaBOK,
MOSICHUTENNbHbIX 3aNNCOK, Pa3bACHALLNX COAEePKaHNe NOATOTOBIEHHbIX JOKYMEHTOB, NCTa (yKa3aTtensi) pacChiSKu.

7.11. lNoanucaHHbIN AOKYMEHT UCMOMHUTENDb B COOTBETCTBMM C MOPAAKOM, YCTAHOBIIEHHbIM UHANBUAYaNbHON UHCTPYKUMEN
no Aenonpou3BOACTBY, NepefaeT ANs perucTpaumm n OTNpaBku U/UMK BKITKOYEHUS B OENO.

B cooTBeTcTBMM C HOMEHKNATYypOi Aen WCMOMHUTENb onpefensieT MHAEKC Aena, B KOTopoe [AOMKeH ObiTb BKIHOYEH
[OKYMEHT.

7.12. B xoge WCNOMHEHNS OOKYMEHTa WUCNonHuTenb MMeeT npaBO npennaratb M3MeHeHme CpOKa WUCNONTHEHUA, ecnun
OTCYTCTBYIKOT pealibHble YCnoBua WUCMNOJIHEHUA [LOOKYMEHTa (nopyquMﬂ), genartb NOMETKM Ha OOKyMEeHTe O BpeMeHU ero
NoCTynfieHunA, O AdaTtax MNpPpOMEXYTOYHOro KOHTPOJiA, TeJ'Ied’.)OHHbIX N NUCbMEHHbIX 3arnpocax, O Jate Wu pes3ynbrate
OKOHYaTernbHOro NCnoJfiHeHnA.

7.13. WcnonHutenb He nmeet npaBa pasrmallatb cogepXaHue noCTynmBLLUMX K HEMY OOKYMEHTOB U NOoAroTOBJI€HHbIX
NMPOEKTOB CJ'Iy)Ke6HbIX OOKYMEHTOB, C HUMW MOTYyT ObITb O3HAKOMIIEHbI TOMBKO nda, nMerwme oTHoWeHne K X MCNOJNMHEeHUto.
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VIil. P°OPMWPOBAHUWE OOKYMEHTAJIbHOIMO ®OHOA OPTAHU3ALIUN

8.1. OnepatuBHOE XpaHeHVWe [OKYMEHTOB OpraHusauuMvM OO0 MepefjayvM UX Ha XpPaHeHUMEe B apXvMB UMM YHUYTOXEHWUE
OCYLLIECTBISIETCSA B CTPYKTYPHbIX NMoapasaeneHusix opraHmsauum.

8.2. B uensix xpaHeHusi, noucka U UCMONb30BaHUS OOKYMEHTbl Ha OyMa)XHOM HOCUTENE W 3MEeKTPOHHbIE LOKYMEHTbI
hopMUpYLOTCS B Aerna B COOTBETCTBUM C HOMEHKaTypou aen.

HomeHKnaTypa aen 3akpenndet KJ'IaCCI/I(bI/IKaLI,VIPO (prI'II'IVIpOBKy) MCMOJTHEHHbLIX OOKYMEHTOB B Aena (SﬂeKTpOHHbIe /J,ena),
cucreMmatm3aulumio n nHOekcauuo aen, CPokn nx XxpaHeHna n AenAeTcA OCHOBHbIM Y4ETHbIM JOKYMEHTOM.

HomeHknaTypa gen siBngeTcs OCHOBOW ANS COCTaBMEHUSA onucen Aen NOCTOSAHHOro, BpeMeHHbIX (CBbiwe 10 neT) CpokoB
XpaHEHUS U NO FIMYHOMY COCTaBY, aKTOB O BblAENEHUN K YHUHTOXEHNIO JOKYMEHTOB C UCTEKLLMMM CPOKaMK XpaHeHus, a Takke
Ansa ydeta gen BpeMeHHbIX (4o 10 neTt BKYMTENBHO) CPOKOB XpaHEHWS.

8.3. HomeHknaTypa gen opraHusauuMyM COCTaBISIeTCA Ha OCHOBE M3y4YeHusi cocTaBa U CoAepXKaHWs [OOKYMEHTOB,
00pasyloLLmxcs B AeATENIbHOCTU OpraHM3aLmK, BKIoYasi JOKYMEHTbI, MOCTynarLwme 13 Apyrux opraHusauui.

8.4. I'Ipvl COCTaBlieHMn HOMEHKNnatypbl aen cnenyetr pykoBOACTBOBATbLCA YCTaBOM oOpraHu3auunun, noroxXeHnaMmm o
CTPYKTYPHbIX nogpasgeneHusax, WraTtHbiIM pacnmcaHmem, ninaHamm n ot4eTtamm o pa60Te opraHmn3auuu, HOMeHKﬂaTypOIZ aen 3a
ﬂpOLIJe,Cl,LIJI/IVI rod, nokarnbHbIMX HOPMaTtnBHbIMW akTaMn opraHn3auuun, cogepxkawnmm ceejeHnAa 0 JOKyMEHTax, o6pa3y}ou.|,|/|x09|
B OEATENIbHOCTM opraHun3auunn, TunoBbiM U NPpUMEPHbIMM HOMEHKNatypamun nen (I'Ipl/l nx HaJ'Il/I'«-IVII/I), BE€OOMCTBEHHbIMU U
TUNOBbIMU NEPEYHAMN OOKYMEHTOB C YKa3aHMEM CPOKOB UX XpaHEHUA.

8.5. B HOMeHKnaTypy [Oen BKMOYalTCs BCE AOKYMEHTbI, OTpaxatolime OesATeNlbHOCTb CTPYKTYPHbIX MoapasneneHuii
opraHu3auum 1 NOCTOSIHHO UMW BPEMEHHO OeNCTBYIOLMX OpraHoB (KOMWUCCUIA, COBETOB, KOMUTETOB), B TOM YMCIie LOKYMEHTbI
OrpaHWYeHHOro A0CTyNa, PerncTpaumoHHbIe U YYeTHbIE XKypHarbl U KapTOTEKM, B HEOBXOAUMbIX Cryyasix - KOnuu OOKYMEHTOB

26 | [1oKyMeHTbl, CO3[aHHble B SMEKTPOHHOW (OPME, BKIIOYalOTC B HOMEHKNaTypy [en Mo Tem Xe Mpasunam, 4To u
AOKYMEHTbI Ha ByMakHOM HocuTerne.

26 Konuu OOKYMEHTOB BKMIOYAKOTCA B HOMEHKNATYpy [en, €CriM KOMUS - EQVHCTBEHHbIN 3K3eMMNMsip OOKyMeHTa B
opraHu3aLunn, a Takke, ecriv Konmn HeobXxoanMbl AN opraHM3aLun AesTeNbHOCTM NoapasaeneHus.

He Bkntovatotcs B HOMEHKNaTypy aen nepuognyeckme n3gaHusa, KHUru, 6pOLIJI-Opr.

8.6. HomeHknatypa gen opraHmnsaumm (cBogHasi) coctaBngaetca Cnyx6om Aenonpon3BoacTBa Ha OCHOBaHMM HOMEHKNAaTyp
Aen CTPYKTYpHbIX noapasgeneHnn no dopme, yCTaHOBNEHHOW [IpaBunamu XpaHeHus,_ KOMMNAEKTOBaHUSA,  YYeTa U
MCNOMb30BaHUA _A0kyMeHToB ApxuBHOro doHaa Poccuickon  Penepauum U OPYIUMX _apXUBHbIX _JOKYMEHTOB B oOpraHax

roCyapCTBEHHO BNACTW, OpraHax MEeCTHOro camoynpasneHus, opraHmsauuax2? (aanee - Mpasuna xpaHeHus).

27 Mpunoxenve N 25 k MNpaBunam xpaHeHs, KOMNAEKTOBAHWS, Y4ETa U NCMOMb30BaHWNSA AOKYMEHTOB APXMBHOMO thoHaa

Poccuickon Penepaumv 1 APYIUX _apXUBHLIX _[JOKYMEHTOB B OpraHax rocyAapCTBEHHOW BNacTW, OpraHax MeCTHOro
camoynpaBneHund, opraHusaumax, yTesepxaeHHbiM npukasom MuHuctepcTBa Kynbtypbl Poccuickon Penepauun ot 31.03.2015
N 526 (3apeructpuposaH B MuHnctepctse toctuumm Poccuiickon ®epepaunn 7 ceHtabpsa 2015 r., pernctpaumorHsii N 38830)
(nanee - MNpaBnna xpaHeHus).

CeogHas HOMEHKIaTtypa aen coctaBnAaeTcd B nNocrieaHeM KBapTaie TeKyLlero roga Ha I'IpeLI.CTOFlLLI,VIVI KafleHﬂ.aprlVl roa.

8.7. HomeHknaTypa [fen opraHusauuv noanvcelBaeTcs pykoBoauTerniem Cnyx6bl OenonpousBoAcTBa, BU3MPYETCst
pykoBoauTerniem apxuBa (NMLOM, OTBETCTBEHHbLIM 33 apXuB), COINACOBbLIBAETCA C LEHTpasibHOM 3KCMEepTHOW KoMMUccuen
(aKcnepTHOI KOMUCCHEN) opraHM3auum 1, ecni opraHnsaumns SBASAETCS UCTOYHUKOM KOMMSEKTOBaHWS rocyAapCTBEHHOMO MK
MYHULMNANbLHOMO apxmBa, OAvH pa3 B 5 neT npeAcTaBnsieTcsl Ha corflacoBaHMe COOTBETCTBYHOLLEH 3KCMepTHO-NMPOBEPOYHOM
KOMMWCCHM YNOSTHOMOYEHHOMO opraHa UCNonHuUTeNbHOM BracTu cyGbekTa Poccuiickoin ®efepauum B obnacti apxvBHoro gena
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(nanee - OIllK apxuBHOro y4dpexgeHusl) Wunu rocyfapCTBEHHOro (MyHUUMManbHOrO) apxumeBa B COOTBETCTBUU C
NPeaoCTaBIEHHLIMM €My MOSTHOMOYMAMY B MOPsiAKe, yCTaHOBIIEHHOM [TpaBunamm xpaHenus 25 .

2% MyHkT 4.8. MpaBun xpaHeHus.

HomeHknaTypa gen, cornacosaHHas AMNK apxvMBHOro yupexaeHust unu rocyaapcTBeHHbIM (MyHULMMANbHLIM) apXMBOM B
COOTBETCTBMU C MNPEOOCTABMEHHBIMA €My MOMHOMOYMSIMU, YTBEPXOAETCS PYKOBOAMTENEM OpraHv3auuM 1 BBOAMTCA B
AeWicteue ¢ 1-ro sAHBapsi NPeACTOSILLEro KaneHaapHoro roaa.

OpraHunsaumm, B [eATenbHOCTU KOTOPbIX He co3dalTcs AOoKYMeHTbl ApxuBHOro ¢oHaa Poccuiickon depepauuu,
yTBEPXXOaT HOMEHKNaTypy Aer CaMOCTOSATENBHO.

B cnyy4yae WU3MeHeHUdA d)yHKLI,I/II7I N CTPYKTYpbl oOpraHm3auun HOMEHKNnaTtypa Aeil COCTaBIideTCd, CornacoBbiBae€TCA U
yTBEepXOaaeTcAa 3aHOBO.

8.8. CornacoaHHas ¢ cooTtBeTcTBylOWEeNn IlMK apxvMBHOMo yypexaeHus WM rocyfapCTBeHHbIM (MyHULMNANbHbLIM)
apXuBoOM B COOTBETCTBUWM C NpefoCTaBNEeHHbIMM eMy MOMTHOMOYMAMW HOMEHKNaTypa Aen B KOHLE KaXOoro roga yTouHsieTcs,
nepenevaTbiBaeTCs, YTBEpPXOAETCa PyKOBOAWUTENEM oOpraHuM3auMmM U BBOAUTCHA B AencTBMe € 1 AHBaps npeacTosiero
KaneHgapHoro roga.

8.9. I'IepBb||71 aK3emMnnap yTBep)K,D,eHHOVI HOMEHKNnaTypbl Aen Asndaetcda JOKYMEHTOM NMOCTOAHHOIO XpaHeHUA U BKIo4aeTcA
B HOMEHKNnartypy Aen B pasgen CJ'Iy)K6bI aenonpon3BoacTea, BTOpOI7I - ncnonb3yeTca Cny>|<60|7| aenonpon3BoncTBa B KavyecTee
pa6oqero K3emMnnapa, TpeTMVI - nepegaeTtcd B apxXxmB oOpraHu3aumm B KadecCTBe YYEeTHOro AOOKYMEHTa, 3NEeKTPOHHasdA KonuA
HOMEHKnaTtypbl Aen opraHm3auum, yTBep)KLI,eHHOVI pykoBoguTenem opraHudauumu, nepenaeTtcAa B rocyp,apCTBeHHbuZ
(MyHMLIMFIaJ'IbeIVI) apxuB, NCTOYHUKOM KOMMJIEKTOBAHUA KOTOPOIo ABNAETCA opraHn3aunA.

B nogpasgeneHna  opraHunsauun HOMEHKnaTtypa pnen paccblfiaerca Cﬂy)K6OI71 genonpou3soactea B Buae Konui
COOTBETCTBYHOLLUX pa3aenoB Ha 6yMa)KHOM HocuTene nnn B SﬂeKTpOHHOVI (bopme.

8.10. HomeHknatypa gen opraHusaumm CTPOMTCA MO CTPYKTYPHOW (HasBaHWsIMK pasaenoB (nogpasfenoB) HOMEHKNATypbI
Aen SABMSTCS Ha3BaHUSI CTPYKTYPHbIX MOApPa3feneHunii, pacrofioXeHHble B COOTBETCTBUM C YTBEPXKOEHHOW CTPYKTYpoOW
opraHu3auun), unum @yHKUMOHANbLHOM cxeMam (Ha3BaHMsSIMM pa3fdenoB  HOMEHKNATypbl [en SBMASOTCA HanpaBneHus
AeATENbHOCTY OpraHM3auumn).

8.11. HomeHknaTypa [fen CTPYKTYpPHOro MoApasfdeneHus COCTaBnsieTcsl B KaXAoM MOApa3fAeneHun opraHusaumu
paGOTHMKOM, OTBETCTBEHHbIM 3a [ENONpPON3BOACTBO NoApasaeneHns, Npu y4actTum BeQyLwmx CneumanucToB noapasaeneHus,
COrMacoBbLIBAETCS C 3KCMEPTHOWN KOMUCCHEN noapasaeneHuns (Npu ee HanuymMu), NOANUCLIBAETCS PyKOBOAWUTENEM CTPYKTYPHOIO
noapasgaeneHns u npeacraensetcs B Cnyxoy genonponssoacTsa.

HomeHknaTtypa aen cTpyKTypHOro noapasaeneHnsi CocTaBmnsieTcs no oopme, yctaHosneHHom [paesunamu xpaHeHms 2% |

2% Mpunoxenve N 26 k [paBunam xpaHeHus:.

BHOBb CO34aHHOE UMW peopraHM3oBaHHOE NoapasfenieHne AOMKHO B MECAYHBIN Cpok pa3paboTaTb HOMEHKNATypy Aen u
npeacTtaesuTb ee B Cnyx0y genonpounssBoacTea.

8.12. Bce 3aronoBku en, BKMOYEHHble B HOMEHKNaTypy Aen CTPYKTYpHOro noapasgeneHuvsi, nHaekcupytotcs. NHaeke
Jerna ykasblBaeTcs B rpadpe 1 HOMeHKNaTypbl 4en 1 COCTOUT M3 MHAEKCa CTPYKTYPHOro nogpasgeneHuns (koga nogpasgeneHus
B COOTBETCTBUM C YTBEPXKOEHHOW CTPYKTYpOW oOpraHvM3aummM unm KnaccudukatopoMm CTPYKTYPHbIX noapasgeneHui) wm
NopsiAKOBOro HoOMepa Aena B pasaerne HoMeHknatypbl gen. iHaekcobl gen obosHavarTtca apabekumm undpamu. Hanpumep: 01-
05, roe:

01 - Kog CTPYKTYpHOro nogapasaeneHuns;
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05 -nopsigkoBbLIN HOMEp Aena B pa3aerne HOMeHKNaTypbl Aen.

[ena no Bonpocam, Hepa3peLlUueHHbIM B TEYEHWE OOHOrO roaa, SIBNSTCA "NepexofsawmmMmm” n BHOCATCS B HOMEHKNaTypy
Oern crnefywLlero roga ¢ TeM Xe WHAEKCOM. PekoMeHAOyeTCcs COXpaHsATb B HOMEHKNaType Aern OOUHaKoBble MHOEKChbl Ans
OOHOPOAHbLIX Aer, BKMIOYEHHbIX B pa3Hble pasaensl.

Ecnu B TeueHne roga B AeSITENLHOCTU OpraHn3auumn obpasyroTcs JOKYMEHTbI, HE NPeayCMOTPeHHbIE HOMEHKNATYpoW Aen,
3arofioBKN HOBbIX Aern OOMNOMHUTENbBHO BKMOYAKOTCA B HOMEHKNaTtypy Aen. B kaxaom pasgene HOMeHKnaTtypbl Aen Ang BHOBb
3aBOAMMbIX Aen npegycMaTtpuBaoTcs pesepBHble Homepa.

8.13. BaronoBok gena (rpada 2 HoMeHKnaTypbl Aen) 4ormkeH B 0606LeHHon bopMe oTpaxaTb OCHOBHOE cogepKaHune U
cocTaB [OKYMEHTOB pAerna. He ponyckaeTtca ynotpebneHve B 3aronoBke fefna HEKOHKPETHbIX hopMynunpoBok ("pasHble
maTtepuansl”, "obwas nepenucka"), a Takke BBOLHbIX CMOB W CIOXHbIX CUMHTaKCU4Yeckux oBOopOTOoB. 3aronoBku gen MoryTt
YTOUHSATLCA B TEYEHME roga B npouecce opmMmpoBaHns n ocbopmMneHmsa gen.

3aronoBok gena JomKeH COCTOATb U3 3NEMEHTOB, pacnonaraeMbliX B crieqyoLwen nocneaoBaTenbHOCTH:

a) HasBaHWe BMAa fdena (nepenucka, XXypHarn, 4eno) Unu Buaa A4OKYMEHTOB, BKIOYEHHbIX B A€o (MPOTOKOSbI, Npukasbl);

6) HauMeHOoBaHWE OpraHu3auuW, CTPYKTYPHOTO MOAPa3feneHusl, MOCTOAHHO AEWCTBYIOLLEro MMM BPEMEHHOro opraHa,
[AOMKHOCTHOrO NU1LIa, CO3AaBLLNX AOKYMEHT(bI);

B) HAVMEHOBaHWe KoppecnoHaeHTa (opraHusaumm, nuua, KOTopomy afipecoBaHbl UM OT KOTOPOro MOMyYeHbl LOKYMEHTbI);
r) KpaTkoe cofepkaHne JOKYMEHTOB Aena;

[) Ha3BaHMe MEeCTHOCTU (TEPPUTOPMM), C KOTOPOW CBSI3AHO codepkaHne 4OKYMEHTOB Aena;

e) aarta (nepuog), K KOTOpbIM OTHOCATCS AOKYMEHTbI AeNa;

X) yKasaHue Ha KONUAHOCTb JOKYMEHTOB Aena.

8.14. MNopsiaoK pacnonoXeHnsa 3arofIOBKOB AeN BHYTPU pasaenoB HOMEHKNAaTypbl Aen onpenensercs CTeneHblo BaXXHOCTU
OOKYMEHTOB, BKIMOYEHHbIX B Aena.

B Havyane pasgena pacnonaraioTca 3arofioBKM Aen, codepXallux ydpeauTenbHble, OpraHn3aLUuoHHO-NPaBOBbLIE U
pacropsauTeribHble JOKYMEHTbI, 3aTEM 3arofioBKu Aefl, CoaepXKallux MnrnaHoBble, OTYETHbIE, MHGOPMAaLMOHHO-aHanUTu4Yeckme
AOKYMEHTbI, JOKYMEHTbI, OTpaxatolime OeATenbHOCTb NoApasdeneHusi, NEPEnncky, B KOHUE pasfena - perncTpauuoHHble U
YYETHbIE XXypHarbl, KapToTeku, 6a3bl JaHHbIX.

3aronoBku ger, COCTaBMNEHHbIX MO KOPPECMOHAEHTCKOMY U reorpachnyeckoMy nprsHakam, BHOCATCS B HOMEHKNATypy aen
no andgasuTy KOPPECNOHAEHTOB UMK reorpadnyeckmx Ha3BaHUM.

B s3aronoekax gen, coaepxawmx OOKYMEHTbl Mo O4HOMY BOMPOCY, HO He CBA3aHHbIX MocnenoBaTefibHOCTbHO pelueHud
BOMpoca, B Ka4ecTBe BuUaa gena yn0Tpe6n9|eTc;| TEPMUH "ﬂOKyMeHTbI", a B KOHLe 3aronoBka B CKOOKax YKa3blBalOTCA Ha3BaHUA
BMOOB NOKYMEHTOB, Hanbonee npencrtaBlieHHbIX B Aene:

"[JOKyMEHTbI O MPOBEAEHUUN COBELLaHUIN U ceMUHapoB (NporpamMmbl, CAMCKKU, Aoknaasl)".

TepMuH "OOKYMEHTBI" MPUMEHSIETC Takke B 3aronoBkax [Aef, COAepXKaluMX AOKYMEHTbI-NPUIIOKEHUS K KakoMy-nuGo
[OKYMEHTY (BUAbI [LOKYMEHTOB-MPUNOXEHUIA HE NEPEYNCNAIOTCS):

"[JoKyMeHTbI K NPOTOKOMNam 3acefaHui Hay4Ho-TexHuyeckoro coseta";
"IMpoToKOMNbI NPOM3BOACTBEHHbIX COBELL@HUIN NPY reHeparibHOM OUPEKTOPE U OKYMEHTbI K HUM".

B 3aronoekax gen, npegHa3HavYeHHbIX Ond rpynnMpoBKM OOHOTUMHBIX OOKYMEHTOB, 3Ta rpynna AOKYMEHTOB yKa3biBaeTCA
BO MHOXECTBEHHOM 4Yucne:
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"MNpoTokonbl 3acefannn gupekumm”.
B 3aronoBkax gen, cooepalumx Nepenncky, ykasblBaeTcsi, C KEM 1 MO KaKOMy BOMPOCY OHa BEAETCS:
"Mepenuncka ¢ obpasoBaTenbHbIMU YYPEXAEHMUSMN O NOBbILLEHWM KBanndukaumm padboTHMKOB".

B 3aronoBkax gen, cogepxawunx nepennucky C€ OAHOPOAHbIMU KOppecnoHAeHTaMu, noclreaHne He Ha3bliBakoTCd, a
YKa3blBaeTCA nX BWAOBOE Ha3BaHUe:

"Mepenuncka ¢ cegepanbHbIMW OpraHaMyu UCMOMHUTENBHOM BNACTU O 3aKMIOYEHWU M UCMOMHEHWWU FOCYAapCTBEHHbIX
KOHTpaKTOoB".

B 3aronoBkax gen, cogepxalumx Nepenucky ¢ pasHOpoAHbIMU KOPPECTNoHAEeHTaMu, NocrnegHue He NepevmncnsaTCes:
"Mepenucka o 3aknyYeHnn 1 UCMOSTHEHNN TOCYAapCTBEHHbBIX KOHTPAKTOB".

B 3aronoBke gena ykasblBaeTCst KOHKPETHBIV KOPPECMOHAEHT, ECNW NEePENNCKa BEAETCS TOMbKO C HUM:

"Mepenucka ¢ OO0 "lopceaA3b" 0 NpeaocTaBneHNn yenyr cesasn”.

Mpu 0603Ha4YeHNM B 3aronoBkax Aen agMUHUCTPaTUBHO-TEPPUTOPUANbHBLIX EQUHUL YHUTLIBAETCA CrieayloLee:

€Clnn coaepXXaHne aerna KacaeTCd HEeCKONbKMX OgHOpPOAHbIX aAMUHUCTPATUBHO-TEPPUTOPUArbHbIX €OUHUL, B 3aroyioBke
ena He yKa3blBalTCA UX KOHKPETHble Ha3BaHWA, a yKa3blBaeTCcAa nUX obuiee BMOOBOE Ha3BaHME:

"TMepenucka ¢ y4pexgeHmsMmn KynsTypbl adMUHUCTPATUBHbLIX OKpyros Mocksbl".

€Cnn coaepkaHue gena kacaeTcs OAHOW agMUHUCTPATUBHO-TEPPUTOPMAnbHON eAuMHULbI (HAaceneHHoro nyHkra), ee (ero)
Ha3BaHWe yka3blBaeTCsl B 3arofioBke Aena:

"Mepenucka ¢ gounuanom B MockoBckor obnacT 0 NnaHMpoBaHMM U OTYETHOCTM".

B 3aronoBkax gen, cogepxxalumx nnaHoBYH UMM OTYETHYO JOKYMEHTaUMI0, yKka3blBaeTcst nepuog (Mecsiu, KBapTar, rog) Ha
(3a) KoTopbIV COCTaBMEHbI MNaHbl (OTYETHI):

"OT4eTbl CTPYKTYPHbIX NogpasaeneHun 3a 2017 roa”;
"CTaTMCTUYECKNIA OTHET O YMCIIEHHOCTU, COCTaBe 1 ABuMxeHun kagpos 3a 2017 roa (. N 27-rog)".

Mpu dopmmpoBaHnM aena u3 HECKOMNbKMX TOMOB (4YacTen), kpome oOLlero 3aronoBka fena npu HeobXoaMMocTu
COCTaBMAKTCS 3arofloBKM KaXaoro ToMa (4actu), yTOUHSALWMe cogepxxaHme TOMOB (YacTen) aena.

3aronoBku Aern MOryT YTOUHATLCS B npolecce hopMUMpPOBaHnUst 1 opopmMrieHns aer.

8.15. Npadha 3 "KonmyecTBo gen" 3anofniHAeTcsa No OKOHYaHMK KaneHgapHoro roga. o goctmkeHnn genom, BKIIYaLwmm
OOKYMEHTbl BpeMeHHbIX (cBbiwe 10 NMeT) M NOCTOSIHHOrO CPOKOB XpaHeHusi, obbema B 250 nMcToB, TOM 3aKpbiBaeTcs U
OTKpbIBaeTCa HOBbI TOM. B rpade 3 HoMeHknaTypbl gen nocnefoBaTernbHO YKa3blBalOTCA HOMepa TOMOB W KparHue Aathbl
OOKYMEHTOB KaXgoro Toma:

T.1. 11.01.2017-
30.06.2017

OneKkTpoHHbIE Aena Ha Toma (4acTu) He pasgensitoTcs. Bce anekTpoHHble OOKYMEHTbI, HE3aBUCUMO OT MXx obbema,
BKITHOYAKOTCS B OOHO 3MNEKTPOHHOE Aeno.

8.16. B rpade 4 "Cpok xpaHeHust u1 N cTaTbu MO NepeyH" yKasblBalOTCS CPOKM XpPaHEHWs Aen U HoMmepa cTaten no
TMNOBOMY UMW BEAOMCTBEHHOMY MEpeyHi0 AOKYMEHTOB C YKasdaHMEM CPOKOB XpaHeHus, pegeparnbHOMY 3aKOHY UM MHOMY
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HOpPMaTMBHOMY MPaBOBOMY aKTY.
8.17. B rpadpe 5 "lpumeyaHune" npocTaBnsTCad OTMETKM O 3aBegeHun gen ("3asBedeHo"), 0 nepexogswmx Aenax
(Hanpumep, "Mepexogswee ¢ 2016 roga"), o BblgeneHUN Aen K YHUYTOXEHUIO, O Nuuax, OTBETCTBEHHbLIX 32 hopMupoBaHue

Aen, o nepepadye gen B ApYryto opraHM3aumio Ans NPOAOIKEHUS.

Ecnu geno dopmunpyetca B UHPOPMALMOHHON CUCTEME U BKIMKOYAET ANEKTPOHHbIE AOKYMEHThI, B rpade "lMpumedaHme”
OTMeYaeTcs, YTO Aeno BeAeTCA B ANEKTPOHHOM BUAE C yKa3aHMEM HauMeHOBaHUS UHPOPMAaLIMOHHON CUCTEMbI:

"OnekTpoHHble gokymeHTbl. C3[ "KaHuenspusa", B "CnyxebHble 3anuckn".

8.18. Mo 3aBepLUEeHNN AeNONPON3BOACTBEHHOIO rofa B KOHLIE HOMEHKNATYpbl Aen B KaXXAOM CTPYKTYPHOM NoApasaeneHnm
odhopMnsieTcs MTOroBasi 3anncb, B KOTOPYH BHOCHATCS CBEAEHWUS] O KONMYECTBE 3aBefdeHHbIX Aern (TOMOB, YacTei), oTaenbHO
NOCTOSHHOIO M BPEMEHHbIX CPOKOB XpPaHEHWUS, BPEMEHHbBIX CPOKOB XpaHeHusa ¢ otmeTkon "OIMK" n nepexoaswux. Ntorosas

3anncb OononHAeTCA AaHHbIMU O KOJTIMYECTBE 3MEKTPOHHbIX Aef1 COOTBETCTBYHOLWMNX CPOKOB XpaHEeHUA.

B wToroBylo 3anucb CBOAHOM HOMEHKNaTypbl [Oefl CBeAEeHWsl BHOCATCA Ha OCHOBaHMM [JaHHbIX, NepedaHHbIX U3
CTPYKTYPHbIX NOApPa3AesieHnii opraHusaumm.

CeepneHus, cogepxalinecd B MTOrOBOW 3anucu HOMEHKNnaTypbl Aen opraHn3auun, nepenarTcAa B apxXxmuB opraHu3auuu, o
4YeM B HOMEHKnaType aen npocTtaBndaeTca OTMEeTKa C yKa3aHmemM OOIMKHOCTU U nognucu nuua, nepegasllero ceegeHus.

8.19. [lena co AHs UX 3aBefeHns 40 Nepeaayy B apXuB OpraHU3aummn unv 4o BblAeNeHUs UX K YHUYTOXEHMIO MO UCTEYEHUN
CpoKa XpaHeHNs XpaHSATCS Mo MEeCTY MX (DOPMUPOBAHWS.

[eno cunTtaercsa 3aBeeHHbIM C MOMEHTa BKIOYEHMWS! B HEFO NEPBOro MCMOMHEHHOIO AOKYMEHTA.
8.20. Mpun chopmupoBaHum gen Ha bymakHOM HocUTENe JOMMKHbI cobnogaTbea cneayrowme obwme npasuna:

B [OEno MOMeLLaloTCs WCMOMHEHHble OOKYMEHTbI, COOTBETCTBYIOLUME MO CBOEMY COZEpPXXaHWI0 3arofioBKy gena mno
HOMEHKNaType aern;

NPUINOXEHMS NOMELLIAKTCA BMECTE C OCHOBHbLIMU JOKYMEHTaMU;

B [1€M0 BKIOYAOTCA I0KYMEHTbI OHOIO KaneHaapHoro roga, 3a UCKIioYeHneM nepexoasiimx e,
[OKYMEHTbI MOCTOSIHHOTO U BPEMEHHbIX CPOKOB XpaHEHWs TpYNMNMPYOTCS B Aena pasaenbHo;

B €10 BKJTIOYAETCS MO OAHOMY 9K3EMMNIIAPY KaXKO0ro JOKYMEHTa;

hakcorpammel, Tenerpammel, TeneoHorpaMmMbl MOMELLAIOTCS B Aena C NePENnUCKoi Ha OBLLUX OCHOBAHUSIX;

B A€N0 NOMELLAoTCH AOKYMEHTbl NMPaBWUiibHO U MOMHOCTLI0 OPOPMITEHHbIE (OKYMEHTbI AOKHbI MMETb AaTy, NOAMNUCH U
Apyrne HeobxoayMble PEKBU3UTHI);

B[N0 He BKITHYalTCa AOKYMEHTbI, NMOANEeXallime Bo3BpaTy, MULIHME 3K3EMMMSIPbl U YEPHOBUKM (3a UCKIIOYEHMEM 0COD0
Li€HHbIX);

no obbemy geno, BKMYaKwLLee AOKYMEHTbl Ha OyMaXXHOM HocuTene, He AOIMKHO npeBbiwaTtb 250 nMcToB, Npy TonwmHe
He Boree 4 cm (TonwuHa gen co cpokamu xpaHeHuss o 10 net He gorkHa npesbiwartb 10 cm). MNpu NpeBbILEHUM OAHHOTO
obbema 3aBoauTcst BTOpon ToMm. [pn Hannunm B gene HeCKONbKUX TOMOB (YacTel) MHAEKC M 3arofloBOK Aena NpocTaBnsaTCs
Ha Kaxgom ToMe ¢ gobaeneHmem obosHadeHun: "T. 1", "T. 2",

D,OKyMeHTbI BHYTpWU Aefla pacnofiaralotca CHU3Y BBEpPX B XpOHOJ'IOFI/ILIECKOIZ, BOI'IpOCHO-ﬂOFI/I‘-IeCKOVI nocnegoBaTesibHOCTU
N X coveTaHunn.

PaCFIOpFI,EI,VITeJ'IbeIe OOKYMEeHTbI rpynnupyroTca B Aena no sngam n XpoHOJormm ¢ OTHOCALWMMUCA K HUM MPUNOXEeHUAMN.
D,OKyMeHTbI - OCHOBaHuA K pacnopAaanTesnibHbIM OOKYMEHTaM BKIMKOYAaKOTCA B OTAENIbHOE Aero.
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npOTOKOJ'IbI B Aene pacnonararoTcd B XpOHOJ1I0rM4eCKoM nopdake n no Homepam.

[lokyMeHTbI K 3acefaHusiM (COBELLaHUsIM) rpyNNMPYOTCst B OTAENbHOE A0, Kak U NPUIOXEHUs K MpOTOKoMaM, ecriv OHu
copepxar bonee 25 cTpaHuL.

ﬂOKyMeHTbI K MPOTOKOIaM, eCrnin OHM CrpynnnupoBaHbl B OTAElbHbIe AeNna, CUCTEMaTU3INPYKTCA BHYTPU Aena no nopAaaky
HOMEpPOB MPOTOKOJ10B.

JlokanbHble HOpMaTUBHbIE aKTbl, YTBEPXAEHHbIE pacnopAaanTernibHbIMU OOKYMEeHTaMU, ABNAKTCA NPpUnoXXeHnaMmm K HUM 1
rpynnmpyroTca BMeCcTe C YKa3aHHbIMU OOKYMEHTaMW.

MpyKasbl MO OCHOBHOM AEATENbHOCTU FPYNNMPYIOTCA OTAENbHO OT MPUKA30B MO NWYHOMY COCTaBy UM MPUKA3oB Mo
aaMVHUCTPATUBHO-XO3ANCTBEHHON AesTenbHocTn 3D .

30 B cooTeetcTBUM ¢ [lepedHeM TUNOBbLIX YNPaBAEHYECKUX apXMBHbIX [JOKYMEHTOB, 06pasylolmxca B npoLecce

OEeATeNnbHOCTU FOCYAAPCTBEHHbIX OPRraHOB, OPraHOB MECTHOrO CaMQyMnpaBleHUMA W OpraHv3auui, C ykasaHWeM CPROKOB
XpaHeHus, yTBepXOeHHbIM Npuka3oMm MuHucTepcTBa KynbTypbl Poccuiickon ®enepaumm ot 25 asrycta 2010 . N 558 "O6
yTBepxaeHun [lepeyHs TuUNoBbIX YNpPaBIEHYECKUX aPXMBHbLIX [AOKYMEHTOB, 00pasymolMxcs B MNPOLlecce OedATenbHOCTU
[OCY0APCTBEHHbIX OPRraHOB, OPraHOB MECTHOrQ CaMQynpaBleHVUs W OpraHu3alui,  C  ykasaHWeM CPOKOB XpaHeHus"
(3apeructpuposaH B MuHuctepctee toctuuumn Poccuiickon ®epepauun 8 ceHtabps 2010 r., peructpaumoHHbii N 18380); ¢
N3MEHEeHNsMN, BHECEHHbIMM NpukasoM MuHucTepcTBa KynbTypbl Poccuiickon Penepauun ot 16.02.2016 N 403 "O BHeceHun
uameHeHui B [lepeyeHb TWNOBLIX YNpPaBIEHYECKUX ApPXMBHBLIX [AOKYMEHTOB, 00pasylolmxcs B MNpouecce AesaTenbHOCTU
[OCYAAPCTBEHHbIX OPraHoB, OPraHoB MECTHOrO CaMQynpaBieHWs W OpraHusauuvun, C yKasaHMeM CPOKOB XpaHeHwusd,
yTIBERXKAEHHbIV NpukazoM MuHucTepcTBa KynbTypbl Poccunckon ®enepaumm ot 25 asrycta 2010 r. N 558" (3apernctpupoBaH B
MwuHuctepctBe toctuummn Poccunckon ®Pepepauum 15 mapta 2016 r., pernctpaumoHHbin N 41414), K agMUHUCTPATUBHO-
XO3AWCTBEHHOW [eATenbHOCTM OTHOCATCA BOMPOChI MO COBniodeHnio npaBuin BHYTPEHHEro pacnopsaka, aKchnyatauuu
CNyxebHbIX 30aHni, TPAaHCNOPTHOMY OBCNYXXMBaHMIO, BHYTPEHHEN CBA3N, obecneveHmnto 6e30nacHOCTM opraHmM3auui.

Mpuka3sbl N0 NMYHOMY cocTaBy POPMUPYIOTCS B ieNa B COOTBETCTBMN CO CPOKAMU XPaHEHWS.

[oKyMeHTbI B IMYHBIX Aernax pacronaratoTcsi o Mepe Ux NoCTYMNeHs.

Mepenucka rpynnupyetca B gena no TeMaTuKe W/WMM KOpPEeCnoHOAEHTaM M CUCTEMATM3MPYETCS B XPOHOMOrMYECKOM
nocrnenoBaTenlbHOCTU: AOKYMEHT-OTBET MOMELLAETCS 32 AOKYMEHTOM-NpockOon (3anpocom). MNMpu BO30OHOBNEHNM NEPENUCKN
no onpegeneHHoMy BOMPOCY, Ha4YaBLUeNCs B NpeabiayLemM rofy, JOKYMEHTbI BKIOYAOTCSA B AeN0 TEKYLLEro roga ¢ ykasaHuem

WHOeKca gena npeabiayLero roga.

OneKTPOHHbIE JOKYMEHTbI (hOPMMPYIOTCS B 311IEKTPOHHbIE Aefla B COOTBETCTBMM C HOMEHKNATYpOWi Aern opraHM3auum B TOM
WHOPMALIMOHHON cUCTeME, B KOTOPOW OHU BbInn Co3A4aHbl UMK B KOTOPYHO GbINK BKIOYEHDI.

8.21. [ina obecneyeHnst COXpaHHOCTM, y4YeTa JOKYMEHTOB U Aern CTPYKTYPHOro noapasfeneHns u opraHnsaumm gocryna K
HMM MPOBOAMTCS KOMMIEKC paboT:

co3gaHne onTuMarbHbIX ycnoavu7| XpaHeHUnA JOKYMEHTOB U Aen,
pasmelleHue aen;

npoBepKa Hanmn4ma n COCTOAHNUA OOKYMEHTOB U Aer;
cobntogeHne nopsigka Bblgayvm gern.

8.22. [lena pasmMewyaloT B pabo4ymx KOMHaTax Wnun cneumanbHo OTBEAEHHbIX AN 3TOM Lenn noMelleHusx B wkadax, Ha
cTennaxax, 4Ytobbl 06ecnevmTb UX COXPaHHOCTb U 3aLUUTy OT BO3AENCTBUS BpeaHbIX (hakTopoB.

D,ena ona nx yyerta u 6bICTpOFO noucka OOJDKHbl pacnonaratbCA BepTUKalrbHO, KOpeLlKaMu HapyXxy U B COOTBETCTBUU C
HOMeHKJ'IaTypOI7I nen. Ha KOopeLlkax obnoxek Oen ykasblBalTCA MHOEKCbl MO HOMEHKnartype gen, npu HeO6XOD,I/IMOCTI/I HOMEpP
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TOMa fena, garty gena. HomeHKnaTypa Aen nnu Bbllnncka n3 Hee nomMellaeTcqa Ha BHyTpeHHeIZ CTOpOHE LIJKadI)a.

8.23. npOBepKVI Hanm4ina n CoCToAHNUA OOKYMEHTOB U Aen B UenAax yCtaHOBJIeHUA d)aKTI/I'vleCKOFO Hanun4ina gen OOiXHbl
npoBOAUTLCA Aenonpon3sognuTernemMm nogpasgeneHmna B crnydasnx:

nepen nepefaven JOKYMEHTOB B apXvB OpraHu3aunu;

npv nepemeLLeHnn gen;

NPy CMeHe PyKoBOAUTENSI CTPYKTYPHOTO noapasaeneHust, pykosogutenst Cnyxobl 4enonponsBo4cTBa;

npu peopraHnsaummn n NMKBUAALUN OpraHn3aummn unm CTPyKTYpHOro nogpasaeneHus.

lMpoBepka HanMuns NPOBOAUTCA MyTEM CBEPKU CTaTel HOMEHKNaTypbl Aen C onMcaHueM Aen Ha obrnoxke, a dusmyeckoe
COCTOsIHWE Aen onpeaensieTca nyTeM Ux Bu3dyanbHOro npocMoTpa. Bce obHapyXeHHble HegocTaTku AOMKHbI UKCMPOBaTLCH B
aKkTe NpoBepKN HanNuuusa U COCToAHUA aen.

8.24. B cnyvyae BbISIBNEHUS OTCYTCTBUSA [Jerl, YMCMALWMXCSA NO HOMEHKNaType pJer, PYyKOBOACTBOM mMoApasferneHui
NPYHUMAOTCA Mepbl MO UX PO3bICKy. Ecnn posbick Aen He JaeT pesynsrata, COCTaBNAETCHa cnpaBka O MPUYMHAX UX OTCYTCTBUS,
KoTopasi nognucbliBaeTcs pykoBoauTenem nogpasgeneHus n npegcraesnsderca B Cnyxby genonponssoacTsa.

dakT yTpatbl gena (gen) duKcupyetcss B akTe, cocTaBnsemoM CnyxGol [enonpov3BOACTBa M PYKOBOAUTENEM
CTPYKTYPHOro noapasaeneHus (ynoriHOMOYEHHbIM UM NULIOM) B TPEX 3K3eMnspax: no OQHOMY 3K3eMMNMapy akTta XpaHuTcs B
Cnyx6e genonpou3BoAcTBa M CTPYKTYPHOM MOApasfeneHuun; 3K3eMnnsp akTa npeacTtaBnsieTcs B apxXvMB opraHvsaumv npwm
nepegaye gen CTPYKTYpHOro nogpasfeneHns Ha apxmBHOe XpaHeHue.

8.25. OkcnepTtmsa LEHHOCTM AOKYMEHTOB MPOBOAMTCH Ha OCHOBE 3aKoHOAATeNbHbIX U WHbIX HOPMAaTMBHBLIX MPaBOBbIX
aktoB Poccuiickon ®egepaunn, yctaHaBnmBaloWmx TpeboBaHNs K CpoKam XpaHeHUs JOKYMEHTOB, TUMOBbLIX U BEOOMCTBEHHbIX
nepeyHer JOKYMEHTOB C Yka3aHWeM CPOKOB MX XpaHEeHUS:

npu COCTaBneHNM HOMEHKNaTypbl Jer;

npuv NOAroToBKE Aen K nepefaye B apxXvB opraHv3auny;

B apXuBe opraHu3auuu.

8.26. [Ins opraHuszauuMm u nposedeHuss paboTbl MO IKCMEepTU3e LEHHOCTU [OKYMEHTOB B OpraHM3auum npuKasom
PYKOBOAMTENSA CO30aeTcs aKkcnepTHas komucens (ganee - 9K), B opraHM3aumsx, UMeKLLNX NOABEAOMCTBEHHbIE OpraHM3aLuy,

dunmansl, - LeHTpanbHasi akcnepTHas komucens (ganee - LISK)

3apauu, dyHkumn, npaea, opraHusauums pabotsl K (LIOK) onpenensoTca nonoxeHnem o Hel, KoTopoe paspabaTbiBaeTcs
Ha OCHOBaHUN NMPUMEPHOIro NONoXeHuna, yTBepXXOgeHHOro ynoriHOMO4YeHHbIM (be,l:l,epaj'leblM OopraHom MCNOITHUTENBHOW BNacTu

B cpepe apxMBHOrO Aena v aenonpounssogcreal

3l MNpukas denepansHOro apxmeHoro areHtcrea oT 11.04.2018 N 43 "O6 yreepxaeHuu MpumMepHoro nonoxeHns o6

9KCMEepTHOW KoMUCCUU opraHusaumn” (3apernctpupoBaH B MuHuctepctBe toctuumm Poccunckon depepaummn 15.06.2018,
pervctpaunoHHein N 51357).

8.27. OcHoBHbIMK yHKUMAMK IK aBnstoTcs:

opraHv3aums exerogHoro otbopa gen Ans XpaHeH s U YHUHTOXEHNS;

paccMOTpEeHMe M CorfacoBaHMe MPOeKTa HOMEHKNaTypbl Aen OpraHv3auuu, onvcein Aen MOCTOSHHOTO U BPEMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHWs, B TOM 4ucre Mo NIMYHOMY COCTaBy, akTOB O BbIAEMNEHWM K YHWYTOXEHWIO Aen, He

nognexatwmx XpaHeHuto;

y4qyactme B noarotoBke M pacCMOTPEHUN NPOEKTOB HOPMAaTUBHbLIX U METOOUYECKMX OOKYMEHTOB MO BOMNpocam paﬁOTbI Cc
OOKyMEeHTaMu B opraHn3auunn.
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8.28. 3Kcnemeaa LEeHHOCTUN OOKYMEHTOB OCYLUECTBIIAETCA €XXeroaHo aenonpoun3soantenamum nonpaap,eneHMVl COBMECTHO
c 3K opraHmsauum n nog MeTtognvyeCknmMm pykoBoaCTBOM CJ'Iy)K6bI genonpoun3esoactea opraHun3auunin.

8.29. I'Ip|/| npoBegeHnn 3KCnepTtu3bl UEeHHOCTU OOKYMEHTOB MNpu noArotoBke nen K nepegade B apxmB OpraHusaumn
ocyLlecTBndaeTcaA:

0T60p OOKYMEHTOB NOCTOAHHOIO N BPE€MEHHbIX (CBbILIJe 10 J'IeT) CPOKOB XpaHeHua and nepenadn B apxmB opraHn3auunu;

OTOOp [OOKYMEHTOB BpeMeHHbiX (4o 10 neT BKMOYUTENbHO) CPOKOB XpaHeHWs M ¢ nometkamun "[o MunHOBaHWS

HagobHocTKn", ,D,O 3aMeHbl HOBbIMW", Noanexalumnx ,u,aaneﬁLuemy XpaHEeHUIO B CTPYKTYPHbIX NoapasaeneHndax;
BblAaeneHne K YHU4TOXeHUo aen 3a npeablaywmne rogabl, COOKU XpaHeHUA KOTOPbIX UCTEKITN.

OﬂHOBpeMeHHO npoBepAeTcA Ka4eCTBO U NOJTHOTa HOMEHKNAaTypbl Aen opraHn3aunn, npaBuIibHOCTb onpeneneHna CpokoB
XpaHeHua aern.

8.30. [ena nocTosiHHOrO M BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHeHMs nogsiexar MOonMCTHOMY MPOCMOTPY Ans
BblJENeHNs U3 X COCTaBa JOKYMEHTOB BPeMeHHbIX (40 10 NeT) CpOKOB XpaHEeHMs.

Hena c otrmetkon "OIMK" noageepraloTca NOAMCTHOMY MPOCMOTPY B LIENAX onpeneneHvs U BblAeneHnss U3 nx cocrtaea
AOKYMEHTOB, NOAEXaLUMX NOCTOAHHOMY XPaHEHUIO.

8.31. OTBOp anNeKTPOHHbLIX JOKYMEHTOB AN nepedadn B apxMB OpraHu3aumm OCyLLECTBNSAETCA B aBTOMAaTU3MPOBaHHOM
pexume nytem otbopa 4OKYMEHTOB M3 6a3 AaHHbLIX MHOPMALMOHHBLIX cMCTEM Mo npuaHaky "MiHaekc aena” ("Cpok xpaHeHus"),

8.32. Mo pesynbrataM 3KCNepTM3bl LLEHHOCTM AOKYMEHTOB B OpraHv3auuy npoBoanTcs opopmneHne aen n CocTaBnsaiTes
onucy Aen MOCTOSIHHOrO XpaHeHus, BpeMeHHbIX (CBbie 10 NeT) CPOKOB XPaHEHWst U MO NIMYHOMY COCTaBy, a TakkKe aKTbl O
BblAEMNEeHUN K YHUUTOXEHUIO AAeN, He NOANeXallnX XpaHeHuIo.

Onwucu gen NoCTOSIHHOIO XpaHeHUsl, BpeMeHHbIX (CBbilwe 10 NeT) CpoOKOB XpaHEeHUs 1 No NMYHOMY COCTaBy, a TakKe aKTbl O
BblAENEHUN K YHUYTOXEHMIO LEeNn, He Moanexalux XpaHeHuto, paccmatpuBaloTcs Ha 3acegaHum IK (LUIOK) opranHusauum
opHoBpemMeHHo. CornacoBaHHble 9K (LLOK) akTbl 1 onucu yTBepgatoTcs pyKOBOAMUTENEM OpraHu3aLnm.

8.33. [lena, obpasoBaBLUMECH B AEATENBHOCTM OpraHmM3aLmm 1 nognexalume XpaHeHuto, NPoOXoasaT MNofIHOE UMK YacTUYHOEe
odopmneHune. lNMonHoMy odopMreHuio noanexar gena BpeMeHHbIX (cBbiwe 10 neT) CPpOKOB XpaHEHWst M MOCTOSIHHOIO

xpaHeHus. [lena BpemMeHHbIX (80 10 NeT) CpOKOB XpaHeHus nogrnexar YacTU4HOMY ohopMITEHNIO.

OcbopmneHne gen NpoBoaUTCS B CTPYKTYPHbIX NOApasfaeneHusix opraHusaumm no mMecTy hopMUpPOBaHUA OOKYMEHTOB B
aena.

8.34. lNonHoe ogopmMmneHne aena Ha ByMaxXHOM HOCUTENE BKMOYaET: 0hOpMIIeHne peKBU3NTOB 06MNOXKKN Aerna no opme;
HyMepaLuio NIMCTOB B Aene;

COCTaBIeHNe nucTa-3aBepuTens Aena;
CoCTaBneHne B HeoOX0AMMbIX Cryyasix BHYTPEHHEeN onmMcu JOKYMEHTOB Aena;
NOALUMBKY M NepenneT aena;

BHECEHWE HEOOXOAMMbIX YTOYHEHWUI B PEKBU3WTbI OOMOXKM Oena (YTOYHeHWe HasBaHWs opraHusauuv, MHAekca nena,
KpanHux gaT gena, 3aronoska gena).

NucT-3aBepuTens [ena, BHYTPEHHSS ONWCb [OOKYMEHTOB fAena U obrnoxka [ena cocTaenawtca no  dopmam,
yCcTaHOBMeHHbIM [paBunamm xpaHeHus 32 .

32 Npunoxenua N 8, 27, 28 k MNpasBunam XpaHeHus.
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8.35. [ena BpeMeHHbIX (40 10 neT BKNHOYMTENBHO) CPOKOB XpaHeHWd, noanexaiwime 4YacTUYHOMY OOpMIeHuIo,
AOMNycKaeTca XpaHWUTbL B Nankax, B KOTOpbIX Aena XpaHWnucb B Aenonpou3BOACTBe, NepecnucteMaTnsaumns JOKYMEHTOB B Aene
He NPOoBOAUTCS, NUCTLI Aena He HyMepYTCH, NMUCThI - 3aBepuTenu Aerna He cocTaensioTcs. Ha obnoxke gena B COOTBETCTBUM
C HOMEHKNaTypon Aen opraHu3auummn 3anorHAKTCA PEKBU3UTLI: HAMMEHOBaHWe opraHu3auum, HaumMeHoBaHue noapasaeneHus,
WHAEKC Ailena, 3aronoBoK Aena, CPoK XpaHeHNst JOKYMEHTOB.

8.36. Ha obnoxke gen BpemMeHHbIX (cBbille 10 neT) CpoKOB XpaHEHWs 1 MO IMYHOMY COCTaBy yKa3blBalOTCH:

HavMeHOBaHWe BbILLECTOSLLEN OpraHn3aLmumn (opraHnsaunn - yupeautens);

HavMeHoBaHWe opraHu3aunn - UCTOYHUKa KOMMMAEKTOBaHUSA rocy4apCTBEHHOTO (MyHULMNANbHOro) apxmsea;

HavMeHoBaHWe CTPYKTYPHOro nogpasgeneHus;

WHAEKC Aena no HoMeHknaType Aen;

HOomep ToMa (4acTu);

3arofioBokK Aena (Toma, Yyactu);

KpanHue gaTtbl gena (toma, YacTu);

KONM4ecTBO NMCTOB B Aene;

CPOK XpaHeHus gena;

apxmBHbIN WGP gena.

Ha o6bnoxkax fgen MOCTOAHHOrO XpaHeHuss Hah HauMeHOBaHMEM OpraHu3auMu YykasblBaeTcs HauMeHoBaHue
rocyaapCTBEHHOIO (MyHULMMNANbHOMO) apXmBa, MCTOYHMKOM KOMIMIIEKTOBaHMS KOTOPOTrO BbICTYNaEeT opraHn3auus.

8.37. Npun odhopmneHnn obnoxkn gena:
HavMeHOBaHVe BbILLECTOSsILLEN opraHM3auny (opraHnsauum - yupeauTens), Npu ee HanuMumu, ykasblBaeTcsl MOMHOCTbIO B
UMEHWUTENBHOM najexe, NOA MOMHbIM HaMMEHOBaHWEM B CKOOKax ykasbliBaeTcs oduuManbHOe MNPUHATOE COKpalleHHoe

HanMeHoBaHwue (Mpu ero HanmMuum);

HanMeHoBaHWe opraHunsaumn yKasblBaeTCa MOJSfIHOCTbHO, B UMEHUTENbHOM Nnajexe, C yKkazaHnem OCbI/ILI,I/IaJ'IbHO NPUHATOIO
COKpalleHHOro HanMmeHoBaHuA (I'Ipl/l ero HaJ'II/I‘-II/IVI), KOTOpO€E yKa3blBaeTCd B CkoOKax nocre NosHoro HaMMeHOBaHKS;

HanMeHoBaHUe CTPYKTYpPHOro nogpasgeneHuna ykKasblBaeTCA MNOJTHOCTbKO B COOTBETCTBUU C yTBGp)K,EI,EHHOVI CprKTypOI7I
opraHmsauumn (I'Ipl/l Hanm4ynm cokpawleHHOro HanMmeHoBaHA CTPYKTYPHOro nogpasaerieHna OHO yKa3blBaeTcAa B CK06KaX);

WHAEKC Aena NpoCTaBnsieTcsl B COOTBETCTBMWN C HOMEHKNATYpOW Aen opraHu3auuu;

3arofioBoK Aerna nepeHocuTcs M3 HOMEHKNaTypbl Aen opraHusaumv (B HeobxoAMMbIX Cryvasix B 3arofioBOK BHOCHATCSH
YTOUYHEHNS);

AaTbl aena (rof(bl) 3aBefeHNst U OKOHYaHWs Aena B 4ernonpou3BoacTBe).
Mpn M3MEHEHUN HaMMEHOBAHMWS OpraHM3aLuyM UnuM noapasferieHns B TeYeHUe rnepuona, OXBaTbiBaEMOro AOKYMeHTamu
Aena, unv npu nepegaye gena B gpyroe nogpasgeneHne Ha obnoxke gerna nog npeXxHMmMm HaumMeHoBaHUEM YKa3blBaeTCsl HOBOE

HanMeHoBaHne opraHmn3auunm (I'IO,EI,paS,EI,eJ'IeHI/Iﬂ), a npexHee HanMmeHoBaHMe 3aKkrr4yaeTcAd B CKOOKMU.

MHaekc gena 1 3aronoBOK Aena nepeHocsaTcs Ha 06MnoXKy n3 HoMeHknatypbl gen. Ecnu geno coctout u3 HEeCKOMNbKUX
yacTen, Ha 0BMNOXKY KaX4oro Toma (4acTu) BbIHOCUTCSt OOLLMIA 3arofioBOK Aena U 3arofloBOK KaXkaomn YacTu (Npy ero Hanuyum).

[Hatoii gen, cogepxalinx pacrnopsanTenbHy0 AOKYMEHTaLMIO, a Takke [Aer, COCTOSALMX U3 HECKOMbKUX TOMOB (4acTteit),
ABNAOTCA KpaliHWe AaTbl AOKYMEHTOB Aena, To ecTb AaThl (YUCNOo, MecsL, rofd) pernctpaumm (CocTaBneHns) caMoro paHHero u
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CaMOro no3gHero AOKYMEHTOB, BKITKOYEHHbIX B Aerno. [pu aTom AeHb Mecsua (aBa 3Haka) 1 rof (YeTblpe 3Haka) obo3HavarTes
apabckummn uudppamm, Ha3BaHWe MecsiLa NuUeTcs crnoBoM. Ecniv B geno BKMYEHbl AOKYMEHTbI, AaTbl KOTOPbIX BbIXOAAT 3a
KpavHue gaTbl Aena, To NoA Aatamu gena, ¢ HOBOW CTPOKM AernaeTtcs 3anuck: "B aene nmeroTca 4OKYMeHThI 3a...ro4 (bl)". aTbl
Jera MoryT He yKasbiBaTbCs Ha 06Mnoxke gen, coaepxallmx, HanpMMep, rogoBble NiaHbl U OTYETh, TaK KaK OHU OTpaXkatoTcs B
3aronoBkax gen.

[atamu gena, coaepXxatllero npoToKorbl 3acefaHun, ABNATCA AaTbl nepBOro u nocneanHero NpoTokona.

KpaI7IHI/IMI/I gatamMun NMYHOro gena ABndAarTCA AaTbl NOANMUCAHUA NMPUKasa O npuemMe (I'Ipl/I Hann4um TpynooBoro goroesopa -
garta 3aKnk4yeHuna TpyaoBoro ,EI,OFOBOpa) 1N NpuKkasa 06 YBOJIbHEHUN INKLUa, Ha KOTOpOoe OHO 3aBeEeHOo. B cny4yae cMeptu nuua,
Ha KOTOpOe 3aBedeHo aeno, KOHEeYHOW JaToun sBnseTca gata OOKyMeHTa, n3BeljaroLero o ero KOH41He.

PekBn3nT "cpok xpaHeHusa gena" nepeHocutca Ha obnoxky gena n3 HOMeHKNnaTypbl Aen Mnocrne CBepKM ero CO CPOKOM
XpaHeHus, yKazaHHbIM B MepeyHe TUMOBbIX JOKYMEHTOB UMW B BEAOMCTBEHHOM NepevHe AOKYMEHTOB, C yKa3aHWeM CpPOKOB
XpaHeHus.

Ha pgenax nocTosiHHOro XxpaHeHust NuweTcs: "XpaHuTb NOCTOAHHO".

8.38. o okoH4YaHMKM roga B HagmMcy Ha Obnoxkax Aen NOCTOAHHOrO M BpeMEHHbIX (cBbiwe 10 feT) CPoKOB XpaHeHus
BHOCSITCS YTOYHEHWS: NPY HECOOTBETCTBMM 3aronoBka Aef Ha 06MnoXKe coaepXXaHunio NogLnTbIX JOKYMEHTOB B 3arofloBOK Aerna
BHOCSTCS UBMEHEHUS U JOMNOMHEHUSI.

HanmeHoBaHus opraHmzauunm 1 nogpasaeneHud, roq n HoMep gerna MoryT npoctaBnATbCA Ha obnoxke C MOMOLLbIO
wtamna.

8.39. B uensx obecneyeHns COXpaHHOCTU 1 3aKpenreHns nopsgka pacnorioXeHnss AOKYMEHTOB, BKIIOYEHHbIX B Aero, Bce
€ro NUCTbI, KPOMe NCTa 3aBepUTENS U BHYTPEHHEN OMUCK, HYMepYoTcs apabckumn umdpamm BanoBon Hymepaumen. JInctbl
HyMepYITCS rpadmMTOBbLIM KapaH4alloM UnvM HymepaTopoM (ynoTpebneHve YepHuUn M LBETHbIX KapaHdallen Ans Hymepauuu
NNCTOB He AonyckaeTcs) cBepXy BHU3, LMdpbl NPOCTaBASIOTCS B NPaBOM BEPXHEM Yriy NUCTa, He 3aJeBasi TeKCTa JOKyMeEHTa.
JINCTbI BHYTPEHHEN ONMUCKN HYMEPYIOTCS OTAENBHO.

JlncTel gen, coCcToALLMX M3 HECKOMNBbKMX TOMOB MIW YacTen, HYMEpYKOTCS MO KaXaoMy TOMY UIW YacTu OTAENbHO.

[oKyMeHTbl C COBCTBEHHON HyMepauuen NMCTOB HYMepYTCs B 00LLEM Nopsiake.

Jlnct nboro dopmaTa, NOAWMNTLIA 32 OAMH Kpal, HYMEPYETCS KaK OAMH NUCT B NPaBOM BepxHeM yriy. CrOXeHHbIA NUCT
pa3BopavMBaETCs U HyMepyeTcs B NPaBoM BEPXHEM Yrny. JIUCT, COXEHHbIV 1 NOALINTLIA 32 CEPeauHy, NOANEXUT NepeLUnBKe

N HyMepyeTCd KakK O4uH JINCT.

Ecnun B geno nogwwmt KOHBEPT C BI1IOXeHMEeM, CHa4dana HyMmepyeTCca KOHBepT, a 3aTeM ovepeHbiM NopAaaKkoBbiIM HOMEPOM
KaxKgoe BIoXXeHne B KOHBepTe.

Ecnu B Hymepauun nuctoB gonyuweHo 6onee 10 owmbok, Bce Oeno HymepyeTcs 3aHoBO. [lpy 3Tom cTapble Homepa
3a4epKnBaroTCAd, N PpAOOM CTaBUTCA HOBbIN HOMep NnnucTa.

I'Ile Hann4mm oTaernbHbIX ownbok B HyMepauun JnunuctoB [O0NnyCcKaeTCA yn0Tpe6neHV|e JINTEPHbIX (C 6yKBeHHbIMI/I
,D,OI'IOJ'IHeHI/IFlMI/I) HOMEPOB JINCTOB.

8.40. MNocne 3aBepleHna Hymepauunm nMcTtoB COCTaBIIAETCA JNUCT-3aBepuUTeNb aena, KOTOprVI pacnonaraeTtcAa B KOHLEe
nena. B nncTe-3aBeputene Ll,VI(bpaMI/I N NPONnUCbIO yKa3biBakdOTCA KOJIMYECTBO JINCTOB B AaHHOM [ere, 0CcobeHHoCTH OoTAENbHbIX

OOKYMEHTOB (HESICHbIV TEKCT, paspbiBbl, CKNEWNKN).

nI/ICT-3aBep|/ITeJ'Ib gena nognncbiBaeTcA ero cocrasutenemMm C ykKasaHmem OOJIKHOCTU, MHUUManos u d)aMI/IJ'II/WI, AaTtbl
COCTaBneHuA.

Konuyectso nucToB B gene, YKa3aHHOe B inCcTe-3aBepuTerne gena, npocrtaBiideTcd Ha obnoxke gena.

Ecnn peno nepenneteHo u nopwuto 6e3 nucta-aaBeputens, TO COCTaBMEHHbIN MUCT-3aBepuTenb MNogknevMBaeTcs K
BHYTPEHHEeN CTOpoHe 3aaHen obrnoxku aena.
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8.41. [Ina y4yeTa OOKYMEHTOB onpefeneHHbIX KaTeropum nocTOSHHOO M BpeMeHHoro (cBbiwe 10 neT) CpoKoB XpaHeHus,

Y4€eT KOTOPbIX Bbl3BaH CI'IeLI,I/I(*)I/IKOIZ OOKyMeHTauuwm, BKINIOYEHHOW B AEeno, cocTaBnsiercs BHYTPEHHAA ONUCb OOKYMEHTOB Aena,
nomMeulaemMas B ero Ha4arsno.

BHyTpeHHFIFI Oonncb BKIKOYaeTcAa B gena, nvewuine OCO6yI-O 3Ha4YMMOCTb, a TakKXe B aena, Cd)OpMI/IpOBaHHbIe no Bnaam
OOKYMEHTOB, 3aroJ10BKM KOTOPbIX HE PACKPbIBAKOT KOHKPETHOro coaepXaHmna OKYMEHTOB.

BHyTpeHHFlFI ONnnCb OOKYMEHTOB [efia COCTaBIAeTCA TakKXe Ha obbemMHble ferna NnocTosiHHOMo U BPEMEHHbIX (CBbILIJe 10
J'IeT) CPOKOB XpaHeHud B Lendax ydyeta n 6bICTpOFO HaxoXxgeHunAa JOKYMEHTOB B [iere.

B koHue BHyTpeHHeI7I OonncKn YykasblBaeTcA LI,VI(*)paMI/I N Nponncbrd KONMMYeCTBO BKIMKOYEHHbIX B Hee [OOKYMEHTOB U
KOnmn4ecTBO JINCTOB BHyTpeHHeI7I onucu.

BHyTpeHHFIFI onncb OOKYMEHTOB Aena noanuncbiBaetcd CoctaBuUTeneM C ykadaHuem OOJTKHOCTU, MHMUnanoB U cbammnmw,
Oatbl coCTaBrieHuna.

Ecnu geno nepenneteHo M nogwmnto 6e3 BHyTPEHHEW Onucu, TO COCTaBliEHHasl BHYTPEHHSISi OMUCb MOAKINEeMBaeTcs K
BHYTPEHHEN CTOPOHE NnLIEBOWN OBNOXKKN Aena.

8.42. [1oOKyMeHTbI MOCTOSAHHOrO, BpeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHEHUs U NO FIMYHOMY COCTaBy, COCTaBMsAwoLNE
[eno, nomMeLlaloTcs B TBepAble OOMOXKM M3 KapTOHa, MOALIMBAOTCS B YeTblpe MpOKona Mnu nepenserarTcs C y4eToM
BO3MOXHOCTU CBODOAHONO YTEHWUst TEKCTa BCEX [OOKYMEHTOB, OaT, BM3 W Pe30niouMin Ha Hux. Pesonioumn pykoBOACTBA,
COCTaBrEeHHbIE Ha OTAENbHbIX NUCTax, NMoMeLlaloTcs nepen AokymeHToM. lMpu nogrotoBke Aen K nopgliuveke (nepennety)

NpoBepsieTCs NPaBUIIbLHOCTb UX (DOPMUPOBaHUS, OOPMIIEHUS, BCE MIAaCTMKOBbIE M METanNUYeckMe KpenneHusl, a Takke
TepmonepenseTbl U3 JOKYMEHTOB yAansAoTCs.

[lena NOCTOSIHHOrO XpaHeHWsl, cocTosime M3 0COBO0 LIEHHBIX UMW HE(OPMAaTHLIX [AOKYMEHTOB, MOTYT MPUHMMATLCS Ha
XpaHeHWe B 3aKpbITbIX TBEPAbIX Nankax ¢ TPEMs KnanaHaMu 1 ¢ 3aBsis3kamu Unu B kopobkax.

8.43. TogrotoBka 3NEKTPOHHbIX [OKYMEHTOB K Mepegade B apxvMB OpraHU3aumv OCYLLUECTBRSIETCA CTPYKTYPHbIM
nogpasfaeneHnemM opraHusauum - BnagernbleM COOTBETCTBYHOLEN MH(OPMALMOHHON CUCTEMbI COBMECTHO C MoApasaeneHnem
(cneumanncTom), obecneunBaownM PYHKLMOHUPOBAHME UHPOPMALIMOHHON CUCTEMBI.

8.44. Tpu nopgrotoBke SMNEKTPOHHbIX AOKYMEHTOB, OTOOpaHHbIX K MNepegade B apXMB OpraHM3auuu, BbIMOSHSOTCS
criefyroLe OCHOBHbIE NpoLeaypbl paboTbl ¢ JOKYMEHTaAMM:

KOHBEpPTaUuunA 3NeKTpoOHHOIro OKyMeHTa B (*)opmaT APXMBHOIo OOKyMeHTa 33 )

33 NyHkT 4.34 MNpaBun XpaHeHUs.

opMMpoBaHMe B MHMOPMALMOHHON CUCTEME OpraHM3aLMM 3reKTPOHHbIX [en, SBMSIOWMXCS COBOKYMHOCTbIO
KOHTEHEPOB 3MEeKTPOHHbIX [JOKYMEHTOB UM KOHTENHEPOM 3MEeKTPOHHOIO AOKYMEHTA, BKIMIOYAIOLWEM: KOHTEHT U MeTafaHHbIe
ANEKTPOHHOTO AO0KYMEHTa, (bainbl 9MEeKTPOHHLIX MOANMCEeN W BU3YarMa3vpoBaHHYl0 KOMWIO TEKCTOBOrO 3MeKTPOHHOro
[oKyMeHTa B hopmate PDF/ASZ ;

32 Mpunoxenus N 8, 27, 28 k [NpaBunam xpaHeHus.

dhopMMpoBaHUE OMUCK IMNEKTPOHHbIX Aer, AOKYMEHTOB CTPYKTYPHOIO noapasaerneHns;

MUrpaunst SMEeKTPOHHbIX [JOKYMEHTOB Ha uanyeckn 060cobneHHble maTepuarnbHble HOCUTENW, €Cnu  AOKYMEHThI
nepenaroTcs B apXMB OpraHn3aummn He no MHopMaLMOHHO-KOMMYHMKaLMOHHBIM KaHanam;

npoBepKa BOCMPOU3BOANUMOCTM 3MEKTPOHHbLIX JOKYMEHTOB;
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npoBepKa 3NEeKTPOHHbIX OKYMEHTOB Ha Halnnyne BpeOHOCHbIX KOMMbOTEPHbIX NMporpamMmm;

noarTeepXxaeHmne UesIOCTHOCTU 3NTeKTPOHHOro gena SJ'IeKTpOHHOIZ noaonncbo pykoBoaUTENA CTPYKTYPHOIo nogpasgerneHuad
(VIHOFO YNOJIHOMOYEHHOIO nmu,a), OCYyLUEeCTBINALEero noarotoBkKy 3J1E€KTPOHHbIX JOKYMEHTOB K nepenadvye B apxmB opraHn3auun.

8.45. OneKTPOHHblE LOKYMEHTbl NepefarTcs B apxvMB OpraHM3auum no MHGOPMaLMOHHO-TENEKOMMYHMKALMOHHON CEeTU
UnM Ha U3nYeckn 060COBNEHHBIX HOCUTENSAX B COOTBETCTBUM C YCTAHOBMEHHLIMU npasunamni2 | 6e3 coxpaHeHWst JaHHbIX
3MEKTPOHHBIX [JOKYMEHTOB B COOTBETCTBYOLLNX MHOPMAaLMOHHbIX CUCTEMAX.

32 Npunoxenua N 8, 27, 28 k MNpasBunam XpaHeHUs.

8.46. Onucy pen COCTaBMAOTCS B CTPYKTYPHbIX MOApAasgeneHusix opraHvM3auuMn nog MEeTOAMYECKMM PYKOBOACTBOM
Cnyx6bl fenonpounsBoacTea.

Onncu pgen cocTtaBndAwTCA OTAENbHO Ha Aena MOCTOSHHOMO XpaHeHua; aerna BpeMeHHbIX (CBbILIJe 10 J'IeT) CpOKOB

XpaHeHud; aena no nM4YHOMY COCTaBy, 3J1IEKTPOHHbIE AeNla, a TakKke Ha Aera, COCToAlne n3 JOKYMEHTOB, XapakTepHbIX AnA
OaHHON opraHunsauumn (cy,u,e6Hb|e, cneacTtBeHHble gena, Hay4dHble OT4YEeTbl Mo TEMaM).

Onucm aen CTPYKTYPHbIX NoapasaeneHnin CocTaBnaTea no opmam, ycTaHoBMeHHbIM [pasunamm xpaHeHms 34 .

34 Npunoxenus N 23, 24 k MpaBunam xpaHeHus.

Mo onncam gen CTPYKTYPHbIX no,u,pas,qeneHl/u?l OOKYMEeHTbl nepenaroTcd B apXuB OpraH1U3auunn.

Ha pgena BpPEeMEHHbIX CPOKOB XpaHeHud (,EI,O 10 nert BKJ'IIOLWITeJ'IbHO) ONMUCK He COCTaBnAKTCA, U B apXMB Takune gena He
nepegarTcd.

Mpwn Hannunm B opraHmsauun CI onvcn gen opMupyOTCA B CUCTEME.

8.47. Onucn gen CTPYKTYPHbIX nop,pasp,eneHMﬁ npencTaBnAaldTCA B apxXmB opraHn3auum He paHee, 4eM 4yepe3 OauH rog, un
He nosgHee, YemM 4Yepes Tpu roga rnocne 3aBeplieHna aen B Aenonpon3soncTtBse.

8.48. OtgenbHass onucb npencraenaeTt cobon nepeyeHb onucatenbHbIX craten C CaMOCTOATENbHOM ﬂOpﬂJJ,KOBOVI
Hymepau,meﬁl, KaXKgad U3 KOTopbIX AO0JKHa BKNMoYaTh crieayruine ceeaeHus:

nopsAKOBbIN HOMEP Aerna no onucy;

nHAeKC aena;

3arornoBok gena;

KpanHve gaTtbl Aena;

KONM4ecTBO NMCTOB B Aene;

CPOK XpaHeHus gena;

npuMeyaHus.

8.49. Npu cocTaBneHnn onucuK gen CTpyKTYPHOro nogpasaeneHuns cobnoagatoTcsa crnegyoume TpeboBaHums:

3arofioBKM [en BHOCATCA B OMUCb B COOTBETCTBUM C TMPUHSATOM CXEMOW cucTeMatusauuu ferl, 3akpenneHHOW B
HOMEHKnaType gern;

KaXxgoe Aeno BHOCUTCA B ONUCb Noa CaMOCTOoATENbHBIM NOPAAKOBbIM HOMEPOM (ecnm [Oerio CoOCTonUT N3 HECKOJTbKMX TOMOB
WAn YacTen, TO Kaxabl TOM UM YacTb BHOCATCH B OMUCb NMOL CaMOCTOSATENbHbIM HOMepOM);
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nopAaAAoK Hymepauun gen B onnucun - BanoBbIN;
Fpad)bl Onncun 3anoJIHAKTCA B COOTBETCTBUM C TeMU cBeaAeEHUAMUN, KOTOPble BbIHECEHbI Ha 06ﬂO)KKy aena;

npu BHECEHWUM B ONWUCb Noapsa Aen (TOMOB, YacTel) C OQUHAKOBbIMW 3arofloBKaMU 3arofioBkM BCex Aen (TOMOB, Yacten)
NULLYTCSA NOSIHOCTLIO; NMPU BHECEHUM B ONUCh NOCNEAHEro 3arofnoBka Aobasnsercs cnoeo "MocneaHun");

rpacba onucu "TpumedaHnsa" ucnonb3yetrca AnNd OTMETOK O npueme gen, 0Co6eHHOCTAX UX U3NYECKOrO COCTOSHUSA, O
nepegade aen ApyruMm CTPYKTYPHbIM NogpasaeneHneM CO CCbISIKOM Ha akT, O Hanu4mMm Konui.

8.50. lMepen BHeceHMeM 3arofioBKOB [en B OMUCb MPOBEPSIOTCA KavyecTBO (DOPMUPOBaHWUS U OOpMIIEHUs Aer,
COOTBETCTBME KONUYECTBA AEMN, BHOCUMbIX B OMUCh, KONUYECTBY 3aBEAEHHBIX e N0 HOMEHKNaType Aen opraHusauuu.

B koHUe onucy Bcred 3a nocrnedHer onucatenbHoi CTaTbel 3amnofiHAeTcs MToroBasi 3anucb, B KOTOPOW YKasblBalOTCS
(UundbpamMm 1 NPONUCHIO) KONMMUYECTBO Aerl, YACTISLMUXCSA MO OMnucK, MEPBLIN M MocneaHuidA HomMepa Len Mo OfMucK, a Takke
OroBapuvBaloTCsi 0COGEHHOCTU HyMepaLumn Aen B onucy (JIUTepHble HoMepa 1 NponyLleHHble Homepa).

8.51. Mopsaok NPUCBOEHUSt HOMEPOB ONMUCAM Aen CTPYKTYPHbIX MoapasaeneHuii ycTaHaBnMBaeTca No CorfacoBaHuio ¢
apX1BOM OpraHu3auuu.

8.52. Mpu cocTaBneHnn onnucKy 3MeKTPOHHBIX OeN B OMUCb BKIOYAKOTCS:
NopsiaKOBLIN HOMEP 3NEKTPOHHOTO Aera no onuncu;

WHAEKC 3reKTPOHHOro Aena;

3arorioBok Jerna;

narta gena (Toma, YacTn);

CPOK XpaHeHus gena;

00bem anekTpoHHoro aena B M6;

npuMeYaHuns.

B coctaBe onucu anekTpoHHbIx gen B C3I cdopmupyeTcs peecTp SneKTPOHHbIX AOKYMEHTOB (KOHTEMHEPOB 3NEKTPOHHbIX
OOKYMEHTOB), B KOTOPOM YKa3bIBalOTCA CBeAEHUSA 00 3NEeKTPOHHbIX JOKYMEHTAaX, BKIMOYEHHbIX B K&X40€ 3MNeKTPOHHOE Aeno.

8.53. Onncn gen CTpyKTypHOro noapasferneHvs NoanucbiBaloTCsl pyKoBOAMTENeM nogpasgeneHus, cornacoBbiBatotcs K
CTPYKTYpHOro noppasgeneHus (npu ee Hanumumu) v Cnyxboli genonpousBoactBa. PeecTp SmeKTPOHHBIX [JOKYMEHTOB,
ABMSAOWMACA MPUINOXEHUEM K OMUCK SMEKTPOHHbIX [OKYMEHTOB, MOAMUCLIBAETCS COCTaBUTENEM peecTpa C YyKa3aHueMm
OOIMKHOCTW, MHULMANOB, pamMunnm, 0atbl COCTaBMNEHMS.

8.54. Onucu pen CTPYKTYPHOro noppasfenieHnsl opraHv3auuM COCTaBMSOTCA B ABYX 3K3eMnnspax Ha OGymakHoM
HocuTene, OOWH W3 KOTOPbIX MepedaeTcs BMEcTe C [enaMu B apxXuMB OpraHuM3auun, a BTOpPOA OCTaeTcs B KadecTBe
KOHTPOSBLHOIO 3K3eMMrisipa B CTPYKTYPHOM NogpasgieneHun. B apxve opraHusaumm Takke nepegaeTcsl No 3K3eMnnsipy onvcen
[€en B 3M1eKTPOHHOM BUZE B pegakTupyemMoM popmate AM1s UCMoNb3oBaHUs B AanbHeNWeM Ansi NoAroTOBKU apXUBHbLIX onvcen
Aen, AOKYMeHTOB (rofoBbIX pa3feros).

8.55. [lena nepepatoTcs Ha XpaHEHWME B apxvMB OpraHusauuuM B COOTBETCTBUM C rpacdhMkoM nepedaynm [OKYMEHTOB,
yTBEPXXAEHHbIM pyKOBOAUTENEM OpraHu3aumm Unu UHbIM YNorIHOMOYEHHBIM MM FILIOM U COrNMacoBaHHbIM C PYKOBOAUTENSIMU
CTPYKTYPHbIX NOApa3aeneHui.

8.56. [lena NnocTosiHHOrO 1 BpeMeHHbIX (cBbille 10 neT) CpokoB XpaHEHUS, JOKYMEHTbI MO FINYHOMY COCTaBY, 3NIEKTPOHHbIE
OOKYMEHTbl nepefalrTcsi B apXvMB OpraHu3auum He paHee, YeM Yepes rof, W He nosgHee, Yem 4Yepes Tpu roga nocne
3aBepLUeHNs UX B 0eNOonNpon3BOACTBE.
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8.57. I'Iepenaqa Aen B apxmB opraHnsaunn npon3BognUTCA No ONUCAM e CTPYKTYPHbIX no,qpas,ueneHMPl.

8.58. YNornHomoueHHbI paboTHMK apxuBa NPOBEPSiET NPaBUbHOCTL OHOPMIEHUS U (POPMUPOBAHUS A€eN, NPaBUMbHOCTb
COCTaBIieHUs onucer Jern, COOTBETCTBME KONMMYecTBa Aerl, BKMIOYEHHbIX B OMUCb, KOMMYEeCcTBY Aen, CHOpPMMPOBAaHHbLIX B
COOTBETCTBUM C HOMEHKMNATYpoK Aen.

BhIsIBNEHHbIE MU NPOBEPKE HEOOCTaTKN B (POPMUPOBaAHMM U ochopMIIeHnn Aen paGoTHUKU CTPYKTYPHOIO noapasaeneHns
00513aHbl YCTPaHWUTb B ABYXHEAENbHbIN CPOK.

8.59. lMpuem kaxgoro gena B apXuB OpraHusauuMv MNpous3BOAUTCSH B MPUCYTCTBUM OEMONPOU3BOAUTENS CTPYKTYPHOrO
nogpasaenexus. Mpu aToM Ha oBoux IK3EMMMsipax ONMCU MPOTMB KaXdoro Aena, BKIHYEHHOro B Hee, AenaeTcs OoTMeTKa o
HanuMuun gena. B KoHUe Kaxgoro aK3emmnnsipa ONWCKM B UTOFOBOWM 3anmUCK yKasbiBaeTcsl LUMdpamy U NPONUCHI0 KONMYECTBO
haKTUYECKN MPUHATBLIX B apXUB Aerl, B TOM YMCIe 3MEeKTPOHHbIX, HOMepa OTCYTCTBYIOLMX AeN, AaTa npuema-nepegayu ger, a
Takke Noanucu nuua, oTBETCTBEHHOIO 3a apxuB, M Nuua, nepeaasLUero gena.

WNToroBasi 3anncb NofTBepXAaeTcs NoanucsMu COTPyAHWKA apxvBa U COTPyAHMKA (OernonpousBOAUTENs) CTPYKTYPHOIO
nofpasaeneHusi, nepeaasLUero Aena Ha GyMaxHOM HOCUTere U 3NeKTPOHHbIE Aena.

8.60. MNepenaya anekTPOHHbLIX AOKYMEHTOB B apXvB OpraHM3auuy Npon3BOAMTCS Ha OCHOBaHUM ONUCEN 3NEKTPOHHbIX Aen
No MHPOPMALIMOHHO-TENEKOMMYHUKALMOHHO CeTy (MPU HanNM4YmMmn B apxveBe opraHv3aummn MHGOPMaLMOHHOM CUCTEMbI) UMK Ha
om3mnyeckm 060coBNEHHbIX MaTepuaribHbIX HOCUTENSIX, KOTOpPble NPEACTaBNATCS B ABYX UAEHTUYHBIX 9K3eMMnspax.

8.61. B cnyyae nukBugaumMu unu peopraHvM3aumu CTPYKTYPHOTO MoApasferieHus opraHvMsauuv OernonpousBoauTenb
nofpasgaeneHns B nNepvog npoBeaeHns NUKBUAALMOHHBIX MepornpusiTUin bopMmUpyeT BCe UMeloLLMecss OOKYMEHTbl B Aena,
ocbopMnsET Aena u nepegaeT ux B apXuB opraHM3auum, HE3aBUCUMMO OT CPOKOB XpaHeHusi. [Mepeaava aen ocylwecTBnseTcs no
onucsaM en u HoMeHknaType aern.

8.62. Ha pena c wWCTeKWMMM CpoOKaMu XpaHeHWsi B CTPYKTYPHbIX MNOApasfeneHusix opraHusaumu COCTaBmnsitoTcs
NPEANOXEHUs] K aKkTy O BbIAENEHUM K YHUUTOXEHWUIO OOKYMEHTOB, He MOAMexXalmx XpaHeHuto (Mo (hopme, YCTaHOBMEHHOM

MNpaBunamm xpaHeHns 35 .

35 Mpunoxenve N 21 k MpaBunam xpaHeHus.

Ha ocHoBe npennoXeHwWin CTPYKTYpHbIX noapasgerieHuin Criyxxba [enonpou3BoAcTBa OpraHU3auMM COCTaBMSIET akT O
BbIOEMNEHUN K YHUUTOXEHWIO OOKYMEHTOB, He MoAnexaliux XpaHeHUto, Ha [ena BCeill opraHusauum no Ton xe dopme.
3aronoBky OAHOPOAHBIX AErN, OTOGPaHHbIX K YHUYTOXEHUIO, BHOCATCS B aKT nog o6LiMM 3arofioBKOM C ykasaHWem KonuyecTBa
Aern, OTHECEHHbIX K faHHON rpynne.

8.63. [ena BkMYalTCA B aKT O BbIOENIEHMM K YHUYTOXEHUIO [OOKYMEHTOB, He noafiexalimx XpaHeHwuto, ecnu
npeaoycMOTPEHHbIN ANs HUX CPOK XpaHeHWst UCTeK K 1 sHBaps roga, B KOTOPOM COCTaBfeH akT. Hanpumep, 3aKOHYEHHble B
2014 rogy gena ¢ 3-neTHMM CPOKOM XpaHeHMs, MOryT ObITb BKIOYMEHbI B aKT, KOTOPbIA OyaeT cocTaBneH He paHee 1 siHBaps
2018 roga.

8.64. Oena c otmetkoi "OMK"38 noanexar NOMMCTHOMY MPOCMOTPY B LIEMAX BbISABNEHUA [OKYMEHTOB, MOAMEXalLnX

MOCTOSIHHOMY XpaHeHWto. BbisIBNeHHble B TakMX Aenax AOKYMEHTbI MOCTOSIHHOTO XpaHEHWUs BbIAENSIOTCS U NPUCOEAUHSOTCS K
OOHOPOAHBLIM Aenam unu opMUPYHOTCS B CAMOCTOSITENbHbIE Aena.

36 Otmetka "3MK" o3HaYaeT, YTO YaCTb IOKYMEHTOB MOXET BbITh OTHECEHA K CPOKY XpaHeHUs "NocTosAHHO".

OcrtarnbHble AOKYMeHTbI gena ¢ otmeTkon "IMMK" BkntovatoTcsa B akT, npu aTom otmeTka "AlNK" B akTe He ykasbiBaeTcs.

8.65. AKT O BbIAENEHUN K YHUYTOXEHUIO JOKYMEHTOB, He noasiexallumx XpaHeHuto, NpeacTaBnseTcs Ha pacCMOTpeHUe U
cornacoBaHve 9K 0HOBPEMEHHO C ONUCAMM AeNn MOCTOSIHHOIO XpaHEHWs U MO IMYHOMY COCTaBYy.
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8.66. AKT O BblgeneHunm kK YHUHTOXEHUKD [OOKYMEHTOB, He noarexawunx XpaHEeHUIo, yTBepXaaeTcA pyKoBOAUTENEM
OopraHn3auumm nocne yrTBepXxaeHusa OrK dPXMBHOIO Yy4pexaeHud, roCcygapCTtBeHHOro wunn MyHuuunanbHONo apxmea B
COOTBETCTBMU C nNpenoctaB€HHbIMU €MY MOJTHOMO4YNAMU onucen gen nocTosiHHOTO XpaHeHna n cornacoBaHmnAa onucen gen no
JNTIMYHOMY COCTaBy, Nocrie 4Yero gena, BbigereHHble Mo akTy K YHUYTOXEHUH, MOTyT ObITb YHUYTOXEHbI.

8.67. [Oena, nognexaiwive yHUUTOXEHMWIO, MepefarTcs Ha nepepaboTky (yTunusauuio). MNepepava gen ocopmnsieTcs
npUemMo-c4aToMHON HaKMagHoW.

Mocne YHUHTOXEHUA Oen B HOMEeHKnartype Aen npocrtaBnAlTCA OTMETKU, 3aBepdAaemMble NoAnnucCbio cneunanncrta CJ'Iy)K6bI
genonpoum3soacTtea, U naton:

"YHuutokeHo. Cm. akT N oT . Mognuce, nuuymnans!, ammnms".

8.68. SﬂeKTpOHHbIe OOKYMEHTbl C UCTEKLWWMMU CpOKaMn XpaHEeHUA noanexat BblAeNeHU K YHUYTOXEeHUH Ha obLwmx
OCHOBaHuAX, nMnocne 4ero nposoanTCA WUX (t)VI3VI'~IeCKO€ YHUYTOXEHNE Wnn YHUYTOXEeHne nporpaMmmMHO-TEXHUYECKNMUN
cpencrteamu € COOTBeTCTBleLIJ.eVI OTMETKOM B aKTe O BblAeNeHnn K YHUYTOXEHUIO SNEKTPOHHbIX OOKYMEHTOB.

aﬂeKTpOHHble AOOKYMEHTbl CHMTalTCA YHUYTOXEHHbIMWU, eClih UX Helnb3A BOCCTaHOBUTb cpencrtBamMu MH(*)OpMaLlMOHHOVI
CUCTEeMbl Ha HoCcUTenax VIH(*)OpMaLI,MM N N3 pe3epBHbIX KOMuM.

8.69. AKTbl O BblgeneHnn K YHUYTOXEHUIO JOKYMEHTOB, HE noaneXxalwnx XpaHeHUto, XpaHATCA NOCTOAHHO B Aene d)OHLI.a.

IX. OPTAHU3ALNA OOCTYMNA K AOKYMEHTAM U UX UCINOJNb30OBAHUA

9.1. Bblgava aen, HaxoOaLmMXcs Ha xpaHeHun B CnyxGe 0enonpon3BoACcTBa, CTPYKTYPHbIX NoApasaeneHnsax opraHuaasmm
paboTHMKaM Apyr1x nogpasgeneHuii Ans 03HaKoMIIeHUs U (Unn) Ans BpeMeHHOTo UCMoSb30BaHusi B paGoTe NpousBOAUTCS MO
3anpocam, nognucaHHbIM PyKoOBoAWTENeM (3aMecTuTeneM pPyKOBOAWUTENS) CTPYKTYPHOro nofdpasferneHus, 3anpallvBalolero
[eno (OOKYMEHT) 1 ¢ paspelueHnst pykoBoauTenst Crnyxobl 4enonpov3BoACcTBa UNW CTPYKTYPHOTO NoapasaeneHusl, LoKYMeHTbI
KOTOPOro 3anpaluvBaloTcs.

9.2. [ena, OOKYMEHTbI BblOalOTCA BO BPEMEHHOe Momnb3oBaHWe paboTHWKaM opraHusauMm Ha cpok He Bornee ogHOro
mecaua.

locyaapcTBeHHbIM opraHam (CyaeGHbIM, NPaBooOXpaHUTENbHLIM, OpraHaM rocy4apcTBeHHOro KOHTPONS U Hagsopa) Aena u
oTaAenbHble AOKYMEHTbI BblAaloTCA HAa OCHOBaHUM MX MUCbMEHHbIX 3aMpOCOB C pa3pelLeHnst PYKOBOAMTENS OpraHusaumum munu
MHOTO YNOMHOMOYEHHOro MM finua, No akTam Ha CPok He Gornee LWecTU MecsiLes.

Mpy HeoBXOAMMOCTM CPOK NCMONb30BaHUS JOKYMEHTOB MOXET OblTb NPOAEH.

9.3. B nucbmeHHOM 3anpoce pabOTHMKOB OpraHu3auum O Bblgade LOOKYMEHTOB (4en) BO BPEMEHHOE MOfb30BaHUE
n3nararTcs NPUYKHLI, MO KOTOPbIM 3anpaluMBaeTcs Aeno (QOKYMEHT) M Lenb MCMONb30BaHUSE JOKYMEHTOB, HAaXoAsILLMXCSA Ha
onepaTMBHOM XpPaHEHUM.

9.4. Ha BblgaHHOe [eno 3aBOAMTCHA KapTa-3aMecTuTenb, nomMeliaeMas Ha MecTo BblgaHHOro gena. B Hel ykasbiBatoTcs
WMHOEKC Aena, garta ero Bblgadu, KOMy Aeno BblgaHo, AaTa ero BO3BpalleHus, NpegycMaTpuBaloTca rpadpbl 4ns noanvcen B
nony4eHnMn n npueme gena.

Ha mMecTo wu3bATOro MoAnMHHMKA [OOKyMeHTa paGoTHMK Crnyx6bl [AenonpousBoacTBa MNU  OenonpoussoauTens
noapasaeneHns BKaabiBaeT B Aeno NUCT-3aMecTuTelNlb C yKasaHueMm, Korga, KOMy M Ha KaKoW CPOK BblgaH AOKYMEHT U
noanucAMM B NoslydeHnn u npueme gena. Mpy 3Tom B Aeno NoMeLLaeTcs 3aBepeHHast Komnmsl JOKYMeEHTa.

Mocne pelueHust Bonpoca, AN pacCMOTPEHNS KOTOPOro Aena (AOKYMEHTbI) U3biManuch Mo 3arnpocam rocyaapCTBEHHbIX
OpraHoB, NOASIMHHUKN [OKYMEHTOB AOMKHbI ObiTb BO3BpaLLEHbl B OpraH1M3aumto U NoMeLLeHbl B 4enO.

9.5. OnEeKTPOHHbIE OOKYMEHTbI, HAXOASALWMECS HA OnepaTUBHOM XpaHeHuu B 6asax AaHHbIX UHEAOPMALIMOHHBIX CUCTEM,
BblAATCA AONA MCMONb30BaHWS B BUAE KOMWUWA SNEKTPOHHbLIX OOKYMEHTOB B COOTBETCTBMM C MyHKTOM 2.51 [NpumepHoi
WUHCTPYKUUN.
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9.6. Mopsigok gocTyna paboTHUKOB OpraHuM3aummM K AOKyMeHTam, pasmelwiaembiM B COI vnun nHonm WHEGOPMaLMOHHOM
cucteme, ycTaHaBnUBAETCA NOKanbHbIMWU HOPMAaTMBHBIMW akTamMu opraHu3auun, onpegensowumMu NopsiaoK aKcnnyaTauun
WMH(OPMALIMOHHOM CUCTEMbI, U B COOTBETCTBUM C MEPCOHANbHLIMU YYETHBIMM 3anucsaMu paboTHukoB B COL mnm mHowm
WHOPMaLIMOHHON cucTeme.

PaboTHMKam, He UMetLWMM npaBa AOCTyna K COOTBETCTBYHOLIEN UHPOPMALMOHHON CUCTEME, SMEKTPOHHBLIE LOKYMEHTbI
BblaalTCcA B COOTBETCTBUM C nNyHkTamMu 9.1-9.3 [IpMMEpPHOW WHCTRYKLUMM, Ha dusandeckn o60cobreHHOM HocuTene,
BbICbINIAOTCS MO 3NEKTPOHHOMY agpecy paboTHMKa, 3anpaluvBatoLLEro AOKYMEHT, MU MHbIM 0Opa3oMm.

9.7. B CnyxGe 0enonpounsBofcTBa, CTPYKTYpHOM NnogpasfeneHnm, Bolaasliem Aeno (JOKYMEeHT) BedeTcsl YYeT BblaaHHbIX
Aen (0OKYMEHTOB) U KOHTPOSb MX CBOEBPEMEHHOIO BO3BpaTa. ONeKTPOHHbIE Aena (A0KYMEHThI) BO3BpaTy He noarexar.

9.8. PaboTHMKM opraHu3aLmy 06s3aHbl 06ecnednBaTb COXPaHHOCTb MOMYyYEeHHbIX BO BPEMEHHOE Morb30BaHne JOKYMEHTOB
(mnen) Ha GymakHOM HocuTene W WCMNonb3oBaTh MOSYYEHHYI WHOPMauMilo B CIyXeGHbIX Lensx B COOTBETCTBUM C
TpeGoBaHMsMI NokanbHbIX HOPMAaTKUBHBIX akTOB. 3anpelyaeTcs nepeaada noslyYeHHbIX JOKYMEHTOB UMK UX KOMUI paboTHMKam
APYrUX nofpasaeneHuin unm opraHvsaumii.

9.9. UsbaATne (Bblemka) AOKYMEHTOB, 0Opa30BaBLUMXCS B AEATENbHOCTU OpraHu3auuy, Npon3BoAMTCS B COOTBETCTBUM C
3akoHogatenbcTBoM Poccunckon ®enepaumm.

9.10. UsbaTMe (BblemKa) AOKYMEHTOB MPOM3BOAMTCS HAa OCHOBaHMU MWCbMEHHOIO PaCMopsKEHUSA (NOCTAHOBEHNS)
COOTBETCTBYIOLLIETO OpraHa BrnacTv C pa3pelleHusi PyKOBOAUTENsSI OpraHu3auuMum WM WHOMo YMOSIHOMOYEHHOrO UM fuvua ¢
N3BELLEHNEM PYKOBOAMTENS NoapasfeneHunsi, LOKYMEHTbI KOTOPOro U3biMatoTCs.

9.11. ®aKT n3bATUA (BbIEMKN) LOKYMEHTOB (PUKCUPYETCS B NMPOTOKONE (aKTe) U3bATUS (BbIEMKM) OOKYMEHTOB, KOTOPbIA
COCTaBMsieTC He MeHee 4YeM B OBYX 3K3eMnusipax U NoAnucbiBaeTCA YNOMHOMOYEHHBIMU NPEACTaBUTENSMU OpraHn3aumm u
COOTBETCTBYIOLLIEro rocyaapCTBEHHOro opraHa. K npotokony (akTy) npunaraercs onuch (peectp) N3bAaTbiX 4OKYMEHTOB (4en).

9.12. lMpn nM3bATUN NOLANMHHUKOB LOKYMEHTOB B [EN0 NMOMELLAEeTCA 3aBepeHHas Konus OOKyMeHTa, Ha 06opoTe KOTOpoWn
yKa3blBaeTCsl OCHOBaHWE WU3bATMSA MNOAMMHHWMKA, CpPOK BO3BpaTa, Aara W noanucb paboTHMKa, OTBETCTBEHHOrO 3a
dopMrpoBaHue n/unun xpaHeHve gena.

9.13. TNognvHHKK LOKYMEeHTa, U3bATbIN U3 Jena Ha OCHOBE COOTBETCTBYIOLLErO peLleHus, Mocrie pacCMOTPEHUs U
peLleHns BONpoca, BO3BpaLLaeTcs B Aeno, Npy 3TOM KONus, NoMeLleHHas B 4eN0 BMECTO NOASMHHMKA, U3bIMAETCS.

X. U3roTOBNEHUE, YHET, UCMONb30BAHUE U XPAHEHUE NEYATEWR, LUTAMNOB, BIIAHKOB
AOKYMEHTOB, HOCUTENEW ANEKTPOHHbIX MNOAMNMUACEN

10.1. BnaHkn opraHn3auMOHHO-pacnopsaNTENbHbBIX JOKYMEHTOB paspabartbiBatotca Cnyxbon genonpounssogctea. Bugpl
6naHKOB  OpraHWM3aLMOHHO-PaCMoPSAMTENbHBIX  OOKYMEHTOB, TpeboBaHMs K MX OMOPMMEHUMIO W MUCNONb30BaHUIO

yCTaHaBnMUBAalOTCA UHAVBUAYANbHOW UHCTPYKLUMEN MO AENONPOU3BOACTBY OpraHv3aumm.

10.2. O6pasLpl GriaHKOB LOKYMEHTOB YTBEPXKAAIOTCA B COCTaBe MHAMBUAYANbHOW MHCTPYKLMU MO AENONPOV3BOACTBY MUK
NpuKasomM PyKOBOAMTENS B COCTaBe KoMMekTa (ansboma) 6rnaHkos.

10.3. B opraHusaumm p[ns nogrotoBKM [AOKYMEHTOB MOTYT WUCMOMb30BaTbCsl ONaHKM [AOKYMEHTOB, W3rOTOBMEHHbIE
TMnorpadckum cnocobom nnmn cpeacteamm onepaTtMBHONM nonurpadum.

OpraHusauuy BnpaBe MNpu MOArOTOBKE [AOKYMEHTOB WCMOMb30BaTb 3MNEKTPOHHbIE LWaGMnoHbl GraHKoB. OMNEeKTPOHHbIe
LWabrnoHbl 6riaHKoB JOIMHKHbI COOTBETCTBOBaTb 0bpa3uamM brnaHKoB, yTBEPKAEHHbIX PYKOBOAUTENEM OpraHu3aLuu.

10.4. BnaHkn opraHM3aUMOHHO-pacnopsianMTENbHbIX JOKYMEHTOB, NPUMEHsIEMble B OpraHvM3aLun, He MOryT nepegaBaTthes
APYTMM OpraHv3aLnsiM, JOMMKHOCTHLIM U (OU3NYECKUM NLLAM.

10.5. Cnyx6a genonpon3BoacTea opraHn3auumn:

ohopMIsSieT 3akasbl Ha W3rOTOBMEHWe OnaHKoB OpraHU3auMOHHO-paciopSaUTENbHBLIX OOKYMEHTOB TUROrpadCkum
cnoco6om mnnu cpeacTeamu onepaTUBHON nonurpaduu;
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OCyLLEeCTBINAeT XpaHeHue 6naHkoB OpraHn3aunMoHHO-pacnopAaAanTerlbHbIX OOKYMEHTOB U Bbldadyy WX B CTPYKTYPHbIE
noapasaeneHna opraHn3aunm;

OCYLLECTBINAET KOHTPOJ1b 3a NpaBUIlbHOCTbIO UCMOJ1b30BaHUA 6J'IaHKOB OpraHn3aumMoHHO-pacnopAaanTeribHblIX OKYMEHTOB
crl

37 VHovBuayanbHOM MHCTPYKUMEN MO AEnOonpoM3BOACTBY OpraHuM3auun MOXeT ObiTb NpedyCMOTPEeHO BedeHWe yderta
GrnaHKoB [OKYMEHTOB.

10.6. B opraHu3aumm B cooTBeTCTBUM C PeaepanbHbIM KOHCTUTYLIMOHHBIM 3akoHoM "O [ocynapcTBeHHOM repbe
Poccuickont ®enepaumu” 3% 1 ycTaBoM opraHusaumm UCMosb3yeTcst nevaTb C BocnpousseaeHueM [ocynapcTteeHHoro repba
Poccuiickon denepauuu (ganee - nevyatb opraHvM3aumm).

32 PenepanbHbIl_KOHCTUTYLIMOHHBIA 3aKoH oT 25 aekabpsa 2000 . N 2-®K3 "O locyaapcrBeHHoM repbe Poccuiickon

Ddenepauun” (CobpaHue 3akoHopatensctBa Poccuiickon depepauun. 2000, N 52, ¢1.5021; 2002, N 28, c1.2780; 2003, N 27,
CT.2696; 2009, N 46, c1.5417; 2011, N 1, c1.1; 2013, N 30, c1.4022; 2014, N 11, cT.1088; 2017, N 52, c1.7916).

B opraHMsaumnm Takxe MOryT MUCNonb30oBaTbCA NnevaTtu I'IO,El,pa3,El,ej'IEHVIIZ, nedyatn Ona naketoB U OTAENIbHbIX KaTeFOpVIIZ
OOKYMEHTOB, a TakKXke MeTalyim4eCckme BbDKMMHbIE MnedaTtun Ond one4vaTtbiBaHUuA nomMeLLeHni n yAOCTOBEpEeHUA cneunarnbHbIX
NnponycKoB.

B opraHn3auum MOXeT uncnonb3oBaTbCA LWTaMN (LIJTaMI'IbI) Cc d)aKCI/IMI/IJ'IbHOIZ noanncbro pykoBoaAUTENA U UHbIX
OOJDKHOCTHbIX L.

nOpﬂﬂ,OK Mcnonb3oBaHUA LWTaMnoB C (baKCMMVIJ'leOlZ noanncbio pykoBoaAUTENA WU UHbIX OOJMXKHOCTHbIX J'IMLJ,EQ, BMAbl
OOKYMEeHTOB, noanncbiBaeMbIX d’.)aKCVIMI/IJ'IbHOIZ noanncCbo yCTaHaBMMBAETCA JIOKalilbHbIM HOPMaTUBHbIX akTOM OopraHu3auun.

3% C yuyeToM nonoxeHun myHkTa 2 crathy 160 yactu | CpaxaaHckoro kodekca Poccuiickon Penepauumn (CobpaHue
3akoHogatenbcTBa Poccuiickon ®egepauun. 1994, N 32, c1.3301; 2011, N 15, c1.2038).

10.7. TlMevatb opraHmsauum c BocnpousBeneHneMm [ocymapctBeHHoro repba Poccuiickon ®epepauum JomkHa
COOTBETCTBOBATL TpeboBaHUAM, yctaHoBneHHbIM [OCT P 51511-2001 "lMeyatu ¢ BocnpousBeaeHnem [ocynapcTBeHHOro repba

Poccuiickont Peaepauumn. dopma, pasmepbl v TexHnyeckue Tpedosanms” 4

40 rOCT P 51511-2001 "Mevatu c BocnpousBeneHvem [ocypapcTBeHHoro repba Poccuiickon Penepaumu. Popma,

pasmepsbl U TexHnyeckue TpedoBanus”. - M.: UMK N3a-Bo ctaHaapTos, 2004, ¢ uameHeHnsimmn N 1-4,

10.8. lleyaty u wWTaMnbl oOpraHM3auuyM MW3rOTaBNMBAKOTCA B KOMWYECTBE, HeobxooumMoM AN OCYLLEeCTBIEHUs
noapasfeneHsMmn opraHM3aumm 1 ee paboTHMKaMKN BO3MNOXEHHBIX HAa HUX pyHKUMIA. PelieHne 06 M3rotoBneHnn 1 KonnyecTee
9K3EeMMMsIPOB MevaTerl U LTaMnoB MPUHUMAET PYKOBOAWUTEMb OpraHvM3aumMvM no npeacTtaBneHvio pykosogutens Cnyxobl
[Eenonpou3BoacTBa opraHn3auum.

Ecnn nevatb opraHun3auunm ncnosnb3yeTcAa B HECKOJbKMX 3K3eMnidpax, HOMEep 3K3eMnndpa nedatu yKka3biBaeTCd B Knuiie
neyvyartu npun ee n3rotoBrieHnn.

10.9. MNevaTtbio opraHn3aumm 3aBepstoT NOASIMHHOCTL NOAMUCU PYKOBOAUTENSA OpraHmn3aumMm U UHbIX YNOSTHOMOYEHHbIX UM
nnuy, Ha AOKYMEHTaX M KOMUSIX AOKYMEHTOB B COOTBETCTBUM C NyHKTOM 2.49 MpruMepHON UHCTRYKLINN.

10.10. MNeyaTn 1 WTamMnbl BbIAAKTCS A8 MCNOMb30BaHUSA pa6OTHVIKaM, OTBETCTBEHHbIM 3a UX UCNOJIb30BaHNE N XpPaHEHNEe
nog noanncb B XypHalne Yy4eta ned4atem wn wWrTaMmnoB. Y4eT nedyatem W LITaMMoB opraHn3auunmn Beget Cny>+<6a
genonpoun3soacTtea Ui MHoe noapasgeneHmne opraHnlauun.

10.11. lMpun ncnonb3oBaHuM B paboTe neyatu U LWTamMbl XPaHATCA B 3anupatolimxcs wkadax (cerdax) paboTHUKOB,
OTBETCTBEHHbIX 3@ XpaHEHWEe U NCMONb3oBaHWE NevaTen 1 LWTamnos.
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10.12. lNMepenaya nevaten u WTaMMNoOB MNOCTOPOHHMM fMUaM He JonyckaeTtcs. BblHOC neyaten n wtamnoB 3a npeaensl
opraHuM3aLumm BO3MOXEH B UCKIMIOYUTENbHbBIX Clydasx No peLleHuio pyKoBOACTBA OpraHv3auuun (Hanpumep, npy noanvcaHvum
OOroBOPOB).

10.13. Cnyxba [genonpov3BOACTBa OpraHM3auMuM  eXerogHo npoBepsieT  cobntogeHne paboTHMKaMKU  yCroBuiA
WCMOMb30BaHUSA U XpaHEHUs NeyaTel U LWTaMMNOB B CTPYKTYPHbIX NoApa3aeneHnsix opraHnsauum.

10.14. Tlpuwegwme B HErogHoCTb M yTpaTUBLUME 3HA4YeHVMEe neyaTV M WTamnbl noanexar Bosspaty B Cnyxby
Aernonpou3soAcTBa UnNu MHoe nogpasgeneHne, Ha KoTopoe BO3MNOXEeH YYeT nedaTter v LWTamnos, ANS LeHTpanvM3oBaHHOro
YHUUTOXEHUS. MevaT YHUUTOXATCA MO akTy C COOTBETCTBYIOLLIEN OTMETKON B XXypHare yyeta nevyaTemn v LUTamnos.

10.15. [Ona obmeHa aneKkTpOHHbIMM AOKymMeHTamu nocpeacteom MOLO B opraHMsaumMm [OSMKHbI MCMNONb30BaTLCA
YCUNEHHbIE KBaNUMUUUPOBAHHbIE 3NEKTPOHHble noanucn. CocTaB LOSMKHOCTHbIX NuL, M paboTHMKOB OpraHu3auun -
BnagenbLeB YCUNEHHbIX KBanMgnumMpoBaHHbIX 3MEKTPOHHBIX NOANMCEN OOMKEH onpeaensaTb pyKoBOAUTENb OpraHnu3aumm.

10.16. Mpwn nepenaye opraHn3aumen ANEKTPOHHBIX JOKYMEHTOB Ha 3NEKTPOHHbLIN aapec ApYron opraHM3aLmm, a Takke ans
obMeHa 3neKTPOHHbIMU JOoKymeHTaMu nocpeacteom C3[ B opraHusauuv 1 ee nogpasfeneHusix MoryT MCronb3oBaTbes
YCUINEHHbIE HEKBaNMMULNPOBAHHbIE 3MEKTPOHHbIE MOANUCK W/WMNKM NPOCTbIE 3NEKTPOHHbIE MOAMNWCK (Janee - 3NeKTPOHHast

NOAMUCh) B COOTBETCTBUM ¢ PenepanbHbIM 3akoHoM oT 6 anpens 2011 . N 63-®3 "O6 anekTpoHHo noanvcu" 41 .

41 denepanbHblii 3akoH ot 6 anpensa 2011 r. N 63-®3 "O6 snektpoHHoi noamucu” (CobpaHue 3akoHogaTenbcTsa

Poccunckon ®epepaumm, 2011, N 15, ¢1.2036; N 27, ¢1.3880; 2012, N 29, c1.3988; 2013, N 14, c1.1668; N 27, c1.3463, cT1.3477,;
2014, N 11, c1.1098; N 26, c1.3390; 2016, N 1, c1.65; N 26, c1.3889).

10.17. OnexkTpoHHbIN AokymeHT B C3[] opraHusaumm, noanMCaHHbIN 3NEKTPOHHON NOAMNMUCHI0, MPU3HAETCS PaBHO3HAYHbLIM
AOKYMEHTY Ha ByMaXHOM HocuTene, nognucaHHoMy cobCTBEHHOPYYHOWM NOAMUCHI0 U UMEET OAMHAKOBYIO C HAM HOPUANYECKYIO
cuny npu ogHOBpeMEHHOM COBMoAEeHUN CriedyoLMX YCIOBUIA:

KMoY MoanucK, OTHOCALLMICS K KOHKPETHOW 3MeKTPOHHOM MOAMUCU, Ha MOMEHT MOAMUCAHWUSA 3MEKTPOHHOMO LOKYMEHTa
ABNSAETCA AEeNCTBUTENbHBLIM (4OCTOBEPHbIM), HE YyTpaThn cuny (He OTO3BaH);

noaTBepXaeHa NoAMHHOCTb AMIEKTPOHHOW NOAMUCK B 3NEKTPOHHOM AOKYMEHTE;
[aTta u Bpems Co3faHuns 3neKTpoHHON noanucy 3admkcnpoBaHbl B CIO[;

ANEeKTPOHHaA nNoanncb NCNosb3yeTcd B COOTBETCTBUM C YCTAaHOBJIEHHBLIM B OpraHn3auun pacnpeneneHnem npasa noanmcu
OOKYMEeHTOB MexXxay OOIMKHOCTHbIMK NnuamMn 1 pa60THVIKaMVI.

10.18. TeHepaumio N XpaHeHMEe KIoYen HekBanuduumposaHHon u npocton Al B COI [OMKEeH OCyLWecTBRSTb
agMmuHuctpatop COM.

10.19. Cnyx6a genonpoussoacTea UM MHOE NoapasfefneHne opraHnsaumMm BeAeT YYET KITHYeln SMeKTPOHHbIX nognucen
42 B cneumansHoOM XypHane. Bblaada mMatepuarbHbIX HOCUTENeR NEeKTPOHHOW MOAMUCU U UX BO3BPAT MO UCTEYEHUN CpoKa
OEeNCTBMSA OCYLLLECTBNAETCA Nof4 nognnck paboTHMKa B XXypHane.

42 Buabl aNeKTPOHHLIX MOAMUCEN, UCMONb3yeMbIX B OpPraHU3aLmn, YyCTaHaBMNUBAKOTCA OpraHM3aumen U 3akpennsaoTcs B
rnokanbHOM HOPMaTVBHOM akTe.

10.20. CosgaHve napornen ans npocTon 3neKTPOHHOM NOANUCK OCYLLECTBRSETCHA B NOPSiAKE, YCTAHOBNEHHOM JTOKasbHbIM
HOpMaTUBHbIM aKTOM OpraHu3auuu, ycTaHaBnMBaOLWWUM nopsgok akcnnyatauum COL U MCNonb3oBaHUS SNMEKTPOHHbLIX

noanucen npu pabote ¢ JOKYMEHTaMM.

10.21 Kntoy anekTpoHHON noanucu, ucnonb3yemon B CI[, sBnsetcs koHpmnaeHumansHom nHdopmMaumen n salmaeTcs B
COOTBETCTBUM C 3aKOHOAATeNbLCTBOM Poccuiickon Pepepaunn.

MpunoxeHne N 1
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pekomMeHayeMbIn obpasel

HanmeHoBaHWe opraHa rocygapCTBEHHOM BracTu

depepanbHoe BOMKETHOE yUpexaeHne YTBEPXOAIKO
"HAYYHO-UCCNEOOBATEJIbCKUN Ounpektop PBY
UEHTP "HAMMEHOBAHUE OPTAHU3ALNN" "HanmeHoBaHue opraHnsaummn”
[odnuce  WN.O. damunua
HaTta
(PBY "HUL, ...")
NMONOXEHUE
N
06 oToene Hay4YHO-TEXHUYECKOW
nHpopmaumm
Mockea

1. OBLLUUE NOJNOXEHUA

1.1. Otmen HaydHO-TexHuMYeckon wuHdopmauumn (ganee - OHTW) gaBnsieTcs caMOCTOSTENbHbIM — CTPYKTYPHbBIM
nogpasgeneHnem ®bBY "HaummeHoBaHue opraHu3auun”, OCYLIECTBAIOWNM WH(OPMaALMOHHOE OOCHYXMBaHUE Hay4HO-
nccrnenoBaTenbCKNX U NPOEKTHBIX NogpasgeneHnn u opraHn3aumi Hay4yHo-MeToandeckon HdopMaumen no Hayke u HayyHo-
TEXHUYECKOMN NOMNUTUKE ...

1.2. OHTW Bo3rmaBnsieTcs 3aBedyloWMM W HEMOCPEACTBEHHO MOAYMHSIETCS 3aMecTuTento aupektopa PbBY
"HanmeHoBaHue opraHusaummn”, kypupytowemy gearensHocts OHTU.

1.3. 3aBepytowmn OHTW HasHauyaeTcs Ha [OOMKHOCTb M OCBOOOXOAETCA OT AOMMKHOCTWU Npukasamu aupektopa OBY
"HavmeHoBaHVe opraHusauuu" B COOTBETCTBUM C 3aKMIOYEHHbIM TPYAOBbLIM [OrOBOPOM MO MPEACTaBNeHU0 3aMecTuTens
anpektopa OBY "HavmeHoBaHuWe opraHusauun”, Kypupyolero gesatensHocts OHTU.

1.4. OHTW coctouT M3 4eTbipex CTPYKTYPHbIX MOApa3feneHuin: cektopa MHEPOPMAaLMOHHOrO obecneyeHust 1 BedeHUsi
CrnpaBo4YHO-UHGOPMALIMOHHOIO POHAA, CekTopa 3apybeXHON Hay4YHO-TEXHNYECKO HopMaLMK B cdhepe MHHOBALIMIA, CEKTopa
3MNEKTPOHHbIX PECYPCOB HAay4YHO-TEXHUYECKOW MHAOpMaLMn 1 pefakUMOHHO-N3AaTeNbCKOro cekTopa.

1.5. Peopranmnsauus n nukengaums OHTU nposogutcs npukasamu gupektopa ®BY "HanmeHoBaHue opraHusaumun” ...

MpunoxeHue N 2

pekomMeHayeMbIn obpasel

HanmeHoBaHVe opraHa rocyaapCTBeHHON BacTu
defepansHoe GlomKeTHOe yupexaeHue

"HAYYHO-UCCNEQOBATENBCKUU LEHTP
"HAMUMEHOBAHWE OPTAHU3ALUU"

(®BY "HUL ...")
NPUKA3

25 okTa6psa 2017 1.

Z
=N
R
(6]
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MockBa

O co3naHum 3KCNepTHON KOMUCCUM
N yTBEPXKOEHWNM MOMNOXEHUS O HEN

B uensx ynydlweHus opraHusauuMm [Oenonpou3BOACTBA W apXUBHOMO XPaHEHWs [OOKYMEHTOB, 00pasylolmxcs B
pestensHocTn ®BY "HaumeHoBaHue opraHusaumn”, cobnopeHns TpebosaHuin 3akoHopatensctea Poccuiickon ®egepaunn B

chepe apxuBHOro gena ... npukasbiBato:
1. Cospgatb akcnepTHyto kommccuto OBY "HammeHoBaHme opraHmsaumun” B cocTtaBe:
npegcenarens - 3aM. reHepansHoro gupektopa ®amunua N.0.;

cekpeTapb - genonpoussoantens amunua N.0.;
yneHbl: HavanbHuK obwero otgena damunua WN.O., 3amecTuTenb 3aBeyloLlero MnnaHoBO-9KOHOMUYECKUM OTAENOM

damunmna W.0., 3amecTtutenb mmasHoro Oyxrantepa Pamunua W.O., 3asegyrowmn otaenom kagpos Pamunua U.0.,
3aBeylolM  OTOENOM MHHOBAUMOHHLIX TexHonorun ®amunns W.O., 3aBedyloWwMint  OTAENOM  3KCNepUMeHTanbHbIX

nccnepgosaHun Pamunusa N.0.
2. Y1BepauTb NonoxeHne 06 3KCNEpPTHOM KOMUCCUN (MPUITOXKEHNE).

3. KoHTpornb 3a UCMOMHEHWEM NpuKasa BO3NOXWUTL Ha 3aMeCcTUTeNs reHeparnbHoro avpektopa amunusa L.0.

OunpekTtop lModnucsk N.0. damunus

MpunoxeHne N 3

pekomeHAayeMbIn obpasey

HanmeHoBaHWe opraHa rocyfapCTBEHHOM BracTu
depnepansHoe BlompKeTHOE yupexaeHue

"HAYYHO-UCCNEOOBATENBLCKWUA LEHTP
"HAMUMEHOBAHWUE OPTAHU3ALIUN"

(PBY "HUL...")
PACNOPAXEHUE
N
MockBa

O noarotoBke NpeanoXeHni K
nnaHy HAOKP Ha 2018 r.
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B cBsa3n ¢ opmmpoaHuem NnaHa HUOKP Ha 2018 roa, doumHaHcuMpyeMbix U3 rocyaapCTBEHHOrO GroaxeTa:

1. PykoBogutenam HayvHO-uccrnegoBatenbckux nogpasgeneHun (Pamunma W.0., damunua N.0., damunua WU.O.,
damunna N.0.) noarotoBUTb M NpeacTaBuUTb y4eHOMY cekpeTapro npegnoxeHus k nnaHy HWOKP Ha 2018 rog B cpok Ao
15.06.2017.

2. YuyeHomy cekpeTapto (Pamunua W.0.) obecneunTtb GopmupoBaHne npoekta nnaHa HWOKP Ha 2018 rog,
rHaHCUpyembIX U3 rocyaapcTBeHHoro Grogxkerta, B cpok go 01.07.2017.

3. KoHTponb 3a UCMOMHEHUEM pacnopsPKEHNS BO3MNOXUTL HA 3aMeCTUTeNs AMpeKkTopa no HayyHol pabote damunusa N.0.

OunpekTop lModnuck U.0. damunuga

Mpunoxexue N 4

pekomMeHayeMbIn obpasel

HavmeHoBaHWe opraHa rocygapcTBeHHOM BNacTu
PenepanbHoe BIOKETHOE yUpeXaeHne

"HAYYHO-UCCNEOQOBATENLCKUU LEHTP
"HAMMEHOBAHME OPTAHU3ALIUN"

(®BY "HULL...")

NMPOTOKON

MockBa

3acefaHnsa aMpekumm

MpencenatenscTBytoWwmi - Pamunmsa N.0.
CekpeTtapb - ®amunua .0.

MpucyTtcTBoBanu: 17 Yenosek (CNNCOK NpunaraeTcs)

MOBECTKA OHA:
1. O mepax no peanusauuun eaepanbHON LieneBon NporpaMmmeil ...

Hoknapg 3amectutens gupektopa $amunmsa 1.0.

2.

1. CITYWAJIN: MeTtpos IN.I1. - TekCcT Aoknaga npunaraeTcs.
BbICTYNWIN:

damunumsa WN.0. - kpaTkasa 3anucb BbicTynneHus. @amunua U.0. - kpaTkasa 3anucb BbICTYNMEHMUS.
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PELLWIN: (MOCTAHOBUIIN)

1.1. CchopmmpoBaTtb BpeMeHHble TBOPYECKME KOMMEKTUBbLI MO peanu3auun NpoekToB deaepansHOn Leneson nporpamMmmbl

1.2. MogroToBUTL N YTBEPAUTL NNaHbl paboTbl MO NpoekTam eaepanbHON LeneBon NporpaMmei

2....
MpencenatenbCcTByOLWNIA lModnuck N.0. damunus
CekpeTtapb lModnucek N.0. damunus

MpunoxeHune N 5

pekomMeHAayeMbIn obpasel

HanmeHoBaHWe opraHa rocyaapCTBeHHON BNacTu
defepansHoe GlomKeTHOe yupexaeHue

"HAYYHO-UCCNEQOBATENLCKUA LEHTP
"HAMUMEHOBAHWE OPTAHU3ALUA"

(®BY "HULL...")

NPOTOKON

MockBa

onepaTUBHOIO COBELLaHNSA

y 3amMecTuTens AupekTopa ueHTpa

3amectutens agmpektopa - Pamunua N.0.

Cekpetapb - Pamunus N.0.

MpucytctBoBanu: ®amunusa N.0., damunna N.0., damunua U.0....

1. O6 opraHusaumm obcnenosanus no teme HAOKP ...

(Pamunua N.0.*, damunua N.0., Pamunua 1.0.)
1. YcTaHoBuTb, 4TO ...

2. PykoBogutento Tembl (Pamunma U.0.) o6ecneunTb KOHTPOSb ...

2. O6 yyacTtum B 3acegaHmm paboyen rpynnbl Mo ...

(Pamunua N.0.*, damunua N.0., Pamunua 1.0.)
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1. MoaroToBUThL K 3acedaHunto paboyer rpynnbl Matepuarnsl o ...

3amecTtutens aMpekTopa lModnuck N.0. damnnus
CekpeTapb loodnucek n.0. damunus

*

MepBoii ykasbiBaeTcsi amMunmMsi M UHMLMANbI OCHOBHOTO AOKMagyvMka, 3ateM - damMuiun M MHUULManbl nuu,
y4YacTBOBaBLUMX B 06CY»KAeHUM BoMpoca.

MpunoxexHue N 6

pekomMeHayeMbIn obpasel

HanmeHoBaHue opraHa rocygapCTBEHHOM BracTu PekTopy
(HanmeHoBaHue yyebHoro 3aBeeHus)
depnepanbHoe GomKeTHOE yupexaeHue damunumsa N.0.
"HAYYHO-UCCNEOOBATENIbCKUN
UEHTP "HAMUMEHOBAHUWE OPTAHU3ALIUN" MouToBLIV agpec
(®PBY "HUL...")

JleHnHckun npocn., 4.83, Mocksa, 117296
Ten. (495) 934-23-23; Ten./dpakc (495) 718-30-23
e-mail:mail@techno.ru; http://www.innovation.ru
OKI1O 02842709; OI'PH 1027700380724;
WHH/KIMIM 7708033109/771001024

30.08.2017 N 01-22/345

Ha N oT

06 yyacTum B aHKETUPOBAHUK

YBaxaembin Mg, OTyecTBo!

I'Ipe/J,naraeM Bam NPUHATDL y4YacCcTune B aHKETUPOBaHUU o6paaoBaTer|be|x OpFaHVI3aLLI/Il7I, OCyLUeCTBNALWNX NOATroTOBKY
cneunanuncToB No MHXeHepHbIM cneunaribHOCTAM.

AHKETMpPOBaHWE NPOBOAUTCS HAMM B Liensix cbopa MHopmaumm o By3ax, BbiMyCKalOLWMX CNeunanmcToB HeobxoanumbIx Ham
crneunanbHOCTEN, KOTOPbIX B AanbHenWweM MOXHO Obino Obl NpuBnekaTs AN NPOXOXAEHUS NPOU3BOACTBEHHOW NPAKTUKK U
NOMOSHEHUS WTaTa cneunanucToB Ha NPeAnpUATUSX OTpachu.

3anonHeHHy aHKeTy NPOCUM BbiCNaTh B Hall agpec.

MpunoxeHue: AHKeTa Ha 2 n. B 1 3Ka.

C yBaxeHuem,

OunpekTop 4.T.H.,
npodpeccop lNodnucek n.0. damunusa

damunus, ums, oT4ecTBo, pedepeHT anpekTopa (495) 934-23-23; mail@techno.ru
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MpunoxeHne N 7

pekomMeHayeMbIn obpasel

HaumeHoBaHWe opraHa rocygapcTBEHHOM BNacTu
depnepanbHoe GomKEeTHOE yupexaeHue
"HAYYHO-UCCNEOOBATENIbCKUN
UEHTP "HAMUMEHOBAHUWE OPTAHU3ALIUN"

(®BY "HULL...")

AKT

05.08.2017 N 5
MockBa

NPOBEPKN TEXHUYECKOIo COCTOAHUA
OpPrTexXHUKn

OcHoBaHue: npukas ®BY "HUL, ..." ot 30.07.2017 N 89 "O npoBepke TEXHUYECKOTO COCTOSIHUS OPrTEXHUKN, UCMONb3YEMOM
OoTAEenom Aenonpou3BoacTea”.

CocTaBneH: 3am. HavyanbHUKa MHGopMaLMOHHO-TexHUYeckoro otaena ®amunmsa U.0O.; HavyanbHUKOM agMWHUCTPATUBHO-
X039aicTBEHHOM cnyxobl Pamunus U.0., 3aB. otgenom genonpounssoactea Pamunua N.0.

B xoge npoBepkuM TEXHUYECKOrO COCTOSAHUS OPFTEXHUKW OThena Aenonpou3BoacTtea, npoeedeHHon 04.08.2017,
YCTaHOBIEHO ...

I'IpOBepK0|7| NPU3HaHbl HEMNPUIroAHbIMU ONA 3KCnyaTaunn:

lNoodnuck n.0. damunus
lNodnuck n.0. damunusa
lNodnuck n.0. damunus

MpunoxeHue N 8

pekomeHAayeMbIn obpasey

OTOEN AENONPOM3BOAOCTBA Oupektopy ®BY "HUL ..."
damunua UN.0.
OOKNAOHAA 3AMMNCKA

10 okTa6pa 2017 . N 35
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06 yBENnn4eHumn LUTATHOM YNCNEHHOCTH
noapasgeneHund

Yeaxaembin ims OTtyecTtBo!
B cBA3n co 3HaunTENBHBIM YBENMYEHNEM 0O0BbEMOB OOpabaTeiBaEMON KOPPECMOHAEHLMU, MOCTYNAOLEN B CBA3N C ....

npowy Bac u3bickaTb BO3MOXHOCTb YBEINUYUTL LWITATHYO YMUCIEHHOCTb OTAena Ha OoAHY AOJDKHOCTb chneuunanucta 2-n
KaTteropunu.

C yBaxeHuem,

3aB. oToenom lNoodnuck n.0. damunus

MpunoxeHne N 9

pekomeHayeMbIn obpasey

Komy: PykoBoguTensim ynpaeneHuii U oTaenos

OT: ®amunua N.0., pykoBoauTenbs agMUHUCTPATVBHO-XO35INCTBEHHON CIyXObl

Data: 17 anpena 2017 r.

Tema: Nogaya 3asBOK Ha aBTOTpaHCNopT

CNYXXEBHAA 3AMUCKA

B uenax nosbileHnd Gq)cbeKTl/lBHOCTI/I Mcnonb3oBaHNA M COKpalleHUA NpPOCTOEB aBTOTPAHCNOPTHbLIX CpeAdcCTB LEeHTpa
npowy pyKOBO,D,VITeJ'IeIZ nonpasp,eneHMﬁ nogaBatb 3asdBKM Ha aBTOTPAHCNOPTHble CpeacTtBa He no3aHee 15:00 AaHs,
npeawecTByroLllero noesake.

PykoBoguTens agMUHUCTPaTUBHO- N.0. damunus
XO35INCTBEHHON CNyXObl

MpunoxexHue N 10

NMPUMEPHbIW NEPEYEHb YTBEPXXOAEMbIX JOKYMEHTOB

1. AKTbl (MPOBEPOK, PEBU3MNIA; CMMCAHNS; SKCNEPTU3bl; NMMKBUAALMM OpraHu3aLuii).
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2. I'pacukm paboT, OTNYCKOB, CMEHHOCTMW.

3. VIHCTpYyKUMK, AOMKHOCTHbIE MHCTPYKLUN.

4. Knaccudmkatopbl MHOpMaLum, JOKYMEHTOB.

5. MeToguyeckue pekoMmeHgaunmM, METOOUYECKNE YKa3aHUS U METOOUKM.

6. HomeHknaTtypa gen opraHmsauuu.

7. Hopmbl 1 HopMaTuBbI (BPpEMEHM, YUCEHHOCTM PpabOTHUKOB, pacxoda Chipbs U MaTepuaros, ANEKTPO3HEPTUN).
8. Onucu gen (NOCTOAHHOTO, BpeMeHHbIX (CBbiwe 10 NeT) CPOKOB XpaHEHUS U N0 IMYHOMY COCTaBy).
9. MNMepeyHun (QomKHOCTEN, OpraHmu3aL i, BUA0B MHAOpMaLMN, AOKYMEHTOB).

10. Monutukn.

11. MNMonoxeHnsa (0 NnogpasgeneHmax, NPEMMPOBaHUK, atTecTauun).

12. MNopsaku.

13. MNpasuna.

14. PernameHTbl (B TOM Yncne pernameHTbl BU3Hec-npoLeccoB).

15. CTaHaapTbl OpraHn3aumm.

16. YcraBbl.

17. YHndurumpoBaHHble opMbl JOKYMEHTOB.

18. WratHoe pacnuncaHue.

MpunoxeHue N 11

NMPUMEPHbIW NEPEYEHb JOKYMEHTOB, 3ABEPAEMbIX NEYATbIO OPTAHU3ALIUK

1. ApxnBHas cnpaeka.
2. AKTbl (Nprema 3aKOHYEHHbIX CTPOUTENLCTBOM 00BHEKTOB, 0O60PYAOBAHMS, BbINOMHEHHBLIX PAboT, CNMCaHWs, SKCNEPTUSI).
3. Konuu v BeINUCKM U3 [OKYMEHTOB, BblAaBaeMblxX A5 NPeACcTaBneHunsl B Apyrne opraHusaumm.

4. OOpa3subl OTTUCKOB nedaten M noanucen paboTHMKOB, MMEKLMX MNpPaBO coBepllaTtb (OUMHAHCOBO-XO3ANCTBEHHbIE
onepauuu.

5. Mopy4eHns (BromxeTHble, GaHKOBCKUE, MEHCUOHHBIE; MIaTeXHble, NHKACCOBble B GaHK Ha MoflyYeHne WHBanoTbl CO
CYETOB, NepeBos BankoThl).

6. MpeacTaBneHns 1 xogaTancTea (0 HAarpaXKAeHWM rocyaapcTBEHHLIMU HarpagamMy v MpeMmsiMu).

7. PeecTpbl (4ekoB, NopyyeHun, NpeacTaBnsieMbIx B 6aHK).
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8. CI'IpaBKI/I (O aoxoaax CbVI3I/I\-IeCKI/IX 1y, O Bblinjiate CTpaxoBbIX CyMM, O ©anaHCOBOW CTOMMOCTM OCHOBHbIX (bOHﬂ,OB, no
ﬂepCOHI/I(bI/ILI,I/IpOBaHHOMy yyerty, Od.)OpMJ'IeHVII-O CTpaxoBbIX cCBMAOETENbCTB, MO 3anpocam OpFaHI/I3aLI,VIIZ, no [OOKyYMEHTaMm,
npegocrtasndaemMblM B Cy4, - NO HeOGXO,EI,I/IMOCTI/I).

9. YnoctoBepeHusi paboTHUKOB.

MpunoxeHue N 12

NMPUMEPHbIW NEPEYEHb HEPEM'MCTPUPYEMbIX BXOAALLUUX OKYMEHTOB 43

43 Ecrnu ykasaHHble [OKYMEHTbl MOCTYNWNW C COMPOBOAMTENbHLIM MUCLMOM, MUCbMa PErucTpuUpyroTCs B MOPsiAKe,
YCTaHOBNEHHOM MHCTPYKLME Mo AenonponsBoACTBY OpraHU3aLmu.

1. AHKeTbI (pe3tomMe), HanpaBnsieMble B LIeNsax TpyaoyCTPOnCTBa.

2. Byxrantepckue OokymeHTbl (Byxrantepckasi OTYETHOCTb, cyeTa, cyeTa-hakTypbl, akTbl CBEPKM B3aMMOPACYETOB, aKTbl
npueMKu-repeaaYm OCHOBHbLIX CPEeACTB, TOBApHbIE HaknagHbIe).

3. TOCTbl, TexHWYecKkue pernameHTbl, PyKOBOASLIME W Apyrne [OKYMEHTbl MO TEXHUYECKOMY PpErynupoBaHuio u
cTaHaapTUsaumm.

4. I'padukn, Hapaabl, 3asBKU, pa3HapsaaKu.

5. [OKyMeHTbl (NpOeKTbl [OKYMEHTOB), Tpebylolime noanucaHus (CornacoBaHus, YTBEPXKAEHMS) UM MOoCneqyoLero
BO3BparTa.

6. KoHKypcHasa AOKyMeHTaums.
7. Hay4HOo-TexHMYeckas 1 NpoekTHas AOKYMeHTaLusl.
8. KoppecnoHaeHuus, agpecoBaHHasi paboTHMKaM opraHM3auumn ¢ nomeTkon "JInyHo".

9. MevaTHble M3gaHUsA (KHUMM, XypHanbl, raseTbl), KaTanoru, TexHu4eckas nutepatypa, TeMaTU4eckne u crneumasnbHble
cbopHUMKK, NNakaTbl.

10. Mo3gpaBuTenbHbIe NMCbMa U TeNnerpaMmmbl, 6rnarogapcTBeHHbIE MMCbMa U TenerpaMmel, NpurnacuTenbHble GuneTol.
11. MNpenckypaHThI.
12. MNpurnacutenbsHble GUNeTbl, NPUrNaeHns.
13. MNporpammbl KOHhEPEHLMIA, COBELLLAHWIA.
14. PeknamHble matepuansl (NMcbMa, NMMCTOBKKU, NPOCNEKTLI, OykneTbl).
15. Y4yebHble nnaHbl, NporpaMmmeil.
16. dopMbl 1 BNaHkK, B TOM Yncre hopmMbl CTaTUCTUHECKOM M MHOW OTYETHOCTU.
OMNEeKTPOHHbIN TEKCT AOKYMEHTa
nogrotoBrneH AO "Kogekc" n ceBepeH no:
OduumnanbHbIN MHTEPHET-NOPTAN

npasoBoOn MHopmaLmm
www.pravo.gov.ru, 20.08.2018,
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