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1. Oomme noJioxKeHust

1.1. Hacrosmas wuHCcTpykums (nanee - HWHcTpykums) pazpabotana s
YCTAHOBJICHUS €IMHOTO MOPSAJKA COCTABJICHUS NOKYMEHTOB M OpraHM3alyu paloThI C
HUMH B MyHHIMIIATBHOM Ka3¢HHOM  YUYPEKICHHHM  YTpPaBICHHE 00pa3OBaHUs
aJMAHHACTPALMA TOPOACKOTO OKpyra ropoa Hedrexamck PecnyOnukm banikoprocran
(manee — MKY YO) u o6s3arenbpHa 1uisl HCTIOJIHEHUSI BCEMU COTPYIHUKAMU.

1.2. Ilpn pazpaboTke MHCTPYKIIMU KCIONIB30BATMCH ACHCTBYIOIIME HOPMATUBHBIE
akTel Poccuiickoit denepannu, KOTOPBIE NPEAYCMATPUBAIOT COCTABIEHUE NOKYMEHTOB
1O OMPEACTICHHBIM MMPABUIJIAM, BEJICHUE HOMEHKIATYPHI (CIKMCKA) A€M, CO3/IaHUE apXUBOB
B OpraHusauusx A OOECHEYCHHs COXPAHHOCTH HamOOJee ILECHHBIX JTOKYMEHTOB,
CYILECTBYIOLIASA MMPAKTHUKA, & TAKKE BHYTPEHHUE NOKyMEeHTHI MKY YO.

1.3. UucTpykius pazpadoTaHa B COOTBETCTBUU CO CIECAYIOIMMUA HOPMATUBHBIMHU
AKTaMH:

— Ilpuka3z denepanbHoro apxuBHoro areHtcrBa ot 11.04.2018 r. Ne 44 «O06
VTBEPKACHUM [IpUMEPHONl MHCTPYKLMU O JAEIONPOM3BOJACTBY B TI'OCYJAPCTBEHHBIX
OpPraHU3aALHAIX).

— Hammonanenwiii ctangapt PO I'OCT P 7.0.8-2013 «Cucrema cTranaapToB Mo
uHdopmaruu, OMONMOTEUHOMY M M3AATEbCKOMY JAey. [[€10npon3BOACTBO U apXUBHOE
neno. TepMHHBI W ONpPENEHeHUs», YTB. NpUKa3oM DenepaJbHOr0 areHTCTBa 10
TEXHHUYECKOMY PETYJIMPOBAHUIO U METPONOruu OT 17 oktsiOps 2013 r. N 1185-cr.

1.4. TTonoxenus MHCTpyKIMHM pPaclpOCTPAHSIIOTCS HA OpPraHU3almio padoThl ¢
JOKYMEHTaMHU HE3aBUCUMO OT BHJA HOCUTEIS, BKIKOYAS UX MOATOTOBKY, PETHCTPALUIO,
Y4E€T U KOHTPOJIb MCIIOJIHEHHMSI, OCYIIECTBISIEMBIE C TOMOLIBI) ABTOMATU3UPOBAHHBIX
(KOMITBEOTEPHBIX ) TEXHOJIOTHH.

ABTOMATU3WPOBAHHBIE TEXHOJOTMU OOpPabOTKM JOKYMEHTHOW HWH(pOpMaLmu,
npuMeHsieMble B Opranu3anuu, J10JKHBI OTBEYaTh TPeOOBaHUAM MHCTPYyKIKN.

1.5. OTBETCTBEHHOCTh 3a OpraHW3alui0 JIEJIONPOU3BOJCTBA, COOMIOJCHUE
yCTaHOBJICHHBIX MHCTpYyKIMeH mpaBuil U nopsiaka paboTel ¢ fokymeHtamu B MKY VO
BO3JIaracTCsl HA HAYAJIbHUKA.

1.6. Henocpencteennoe BeacHue aenonpon3soactea B MKY YO ocymecTBisieTcs
CEKpETapeEM PYKOBOIMTEIS MM COTPYAHUKOM, HA3HAYEHHBIM HAYAJIbHUKOM.

Hcnonb30BaHuE B CPECTBAX MACCOBOM MH(POpPMALMK, MyOJIMYHBIX BBICTYIIJIEHUSIX
U T.1. ”HPOPMALMK, COACPKAIIEHCS B CIIY>)KEOHBIX JOKYMEHTAX, JOMYCKACTCS TOJIBKO C
paspemenus pykopoacrea MKY YO.

2. OCHOBHBIC MOHATHS

2.1. B HacTosmieit MHCTpYyKIMKA UCTIONB3YIOTCA CIAEAYIOIIMAE OCHOBHBIC TIOHSATHUS:

"MOKyMEHTUpOBaHuE" - (pukcanys MHGOPMALMKM HA MATEPHATIBHBIX HOCUTEISAX B
YCTaQHOBJICHHOM TOPSIKE;

" TOKYyMEHTOOOOPOT" - JBHXKCHHE JOKYMEHTOB € MOMEHTA WX CO3JIaHUS WA
NOJIyYEHUS [0 3aBEPIICHHS UCMIOJIHEHUS, TOMELICHHUS B JIENO U (MJIM) OTIPABKH,

"NOKYMEHT" - JOKYMEHT, CO3JaHHBIA TOCYJApPCTBEHHBIM OPraHoOM, OPraHoOM
MECTHOTO CaMOYMIPABJICHUS, FOPUANUYECCKUM WIH (PU3UUECKUM JTULOM, O(OPMIICHHBIH B
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YCTAHOBJICHHOM MOPSIKE U BKIIOYEHHBIH B JOKyMeHTO000poT MKY VYO,

"KOmus JOKYMEHTA" - JOKYMEHT, TOJHOCTHK) BOCHPOU3BOMASIIUNA WH(MOPMAIIUIO
MOJUTMHHUKA JTOKYMEHTA U €r0 BHEIHUE NTPU3HAKHU, HE UMEIOIIUIA FOPUAMYECKON CHJIBL,

"IOJUIMHHUK IOKYMEHTA" - TIEPBBIA WX CIMHCTBEHHBIN SK3EMILIAP JOKYMEHTA,

"PEKBU3HT JOKYMEHTA" - 00S3aTEAbHBIN IEMEHT ODOPMIIEHUS TOKYMEHTA,

"perucrpanuss TOKyMeHTa" - MPUCBOCHHUE AOKYMEHTY PETMCTPALMOHHOIO HOMEPA
Y 3aIACh B YCTAHOBJICHHOM MOPSAJAKE CBEACHHUI O JOKYMEHTE,

" 1EOMPOU3BOACTBO" - ACATEIBLHOCTh, 00ECIEYHBAIOIIAS CO3JaHNE O(UIIUATBHBIX
JOKYMEHTOB M opraHusauuto padotsl ¢ HuMu B MKY YO,

"neno” - COBOKYNMHOCTh JNOKYMEHTOB WJIA OTHACIbHBIA JOKYMEHT, OTHOCSAIIUECT K
OJTHOMY BOIIPOCY MJIM Yy4acTKy aesarenpHoctu MKY VO,

"HOMEHKIaTypa Aen" - CUCTEMATU3MPOBAHHBIM MEPEYEHb HAMMEHOBAHWNA [IEN,
dopmupyembix B MKY YO | ¢ ykazaHHEM CPOKOB WX XPAHEHUS,

"JKCIEPTM3a LEHHOCTHM AOKYMEHTOB" - HM3y4YE€HHE NOKYMEHTOB HAa OCHOBAHWU
KPUTEPUEB MX LICHHOCTH B LIETSAX OMPEACTIEHUS CPOKOB XPaHEHHs JOKYMEHTOB U 0TOOpA
uX JIJis BKIIFOYEeHHS B cocTaB ApxuBHOro ponaa Poccuiickoit denepanmm;

"3JICKTPOHHBII AOKYMEHT" - TOKYMEHTHPOBaHHas MH(pOpMaLusl, TPEIACTaBICHHAS
B DJICKTPOHHOH (hopMe, TO €CTh B BHUJAE, NPUTOJHOM JUISl BOCIPHUSTHS YEIOBEKOM C
MCITOJIb30BAHUEM DBJIEKTPOHHBIX BBIYMCIIMTENBHBIX MALIWH, 4 TAKKE I MEPEJayu 1o
WH(OPMALMOHHO-KOMMYHHUKAIMOHHBIM  CETM WM 00paboTKM B HMHQPOPMALMOHHBIX
CUCTEMAX,

"3NEKTPOHHOE CcooOmieHNe" - uH(pOpManuMs, NepeaaHHas WIM MOJyYCHHAs
N0JIb30BATENEM HH(POPMALIMOHHO-TENCKOMMYHUKAIMOHHOHN CETH,
"3JICKTPOHHAs TOANMUCh" - WHpOpPMauus B SIEKTPOHHOU (opme, KoTOpas

NPUCOEAMHEHA K APYyroil wWH@OpManmMM B SIEKTPOHHOH Qopme (IMOAMUCHIBAEMON
uH(pOpPMALMK) WM HMHBIM O00pa3oM CBs3aHa ¢ Takoi wWHpOpMauumed MW KoTopas
WCIOJIL3YETCS 1Sl ONMPENCICHUS JTMIA, MOANKACHIBAIOIIETO HHPOPMALIHIO,

"3JICKTPOHHBI  00pa3  JOKyMeHTa" - DJJIGKTPOHHAs KOMUs JOKYMEHTA,
W3rOTOBJICHHOTO HA OyMAa’KHOM HOCHUTEIIE,

"CKaHMUPOBAHUE TOKYMEHTA" - OJIYUCHHE SJIEKTPOHHOTO 00pa3a JOKYMEHTA,

"CUCTEMA JJIEKTPOHHOTO JOKYMEHTOOOOpOoTa" - HMH(OpPMALMOHHAS CUCTEMA,
obOecneunBaromias cOOp JOKYMEHTOB (BKIIFOUEHUE JOKYMEHTOB B CHUCTEMY), HX
00paboTKy, yNpaBJIEHUE JOKYMEHTAMH U IOCTYII K HUM;

"3JICKTPOHHBI  AOKYMEHTOOOOPOT" - JAOKYMEHTOOOOPOT € MNPUMEHCHHEM
WH(OPMALMOHHON CHCTEMBI,

"aBTOP NOKYMEHTA" - PUNYECKOE WIIH FOPUIMUYECKOE JIUIIO, CO3ABIIEE TOKYMEHT;

"BUI JNOKyMEHTA' - NOPUHAMIEKHOCTh JOKYMEHTA K ONPENEIEHHON TIpyIie
JOKYMEHTOB I10 TPU3HAKAM COJIEPKaHUS U LIEJIEBOT0 HA3HAYCHMS,

"oopMJIEHUE  JOKYMEHTA" - TPOCTABJICHUE HEOOXOJMMBIX PEKBU3HTOB
JOKYMEHTA, YCTAaHOBJIEHHBIX MPABAJIAMH TOKYMEHTHPOBAHHS,

"OlaHK JOKyMeHTa' - HaOOp PEKBHU3HWTOB, WICHTUQUUMPYIOMIMX aBTOpa
O(pHUIHAATTEHOTO MMUCBMEHHOTO TOKYMEHTA,

"3aBEpEHHAs KOMMs'' - KOMHUsS JOKYMEHTA, HAa KOTOPOM B COOTBETCTBUM C

YCTAHOBJICHHBIM TMOPSIKOM MPOCTABJSIOTCS HEOOXOAUMBIC PEKBU3UTHI, MPUAAIOIINE €
IOPUIMYECKYIO CUITY;
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"IOpUAMYECKas CHJAa JOKYMEHTa" - CBOHCTBO O(HMIMAIBHOTO JOKYMEHTA,
coolImaemMoe emMy JACHCTBYIOMIMM 3aKOHOAATEIBCTBOM, KOMIIETEHIIMEH W3JABLIETO E€ro
OpraHa M YCTaHOBJICHHBIM MOPSIIKOM O(QOPMIICHHUS,

"yHuumpoBaHHas (popmMa JOKYMEHTA" - COBOKYITHOCTh PEKBU3UTOB U THITOBBIX
(parMEHTOB TEKCTa AOKYMEHTA, YCTAHOBJICHHBIX B COOTBETCTBHM C PELHIACMBIMHU B
JaHHOH c(epe AeATENbHOCTH 3aJa4aMy W PACTIOJIOKEHHBIX B ONPEACICHHOM MOPSAAKE Ha
HOCHTENE MH(POPMALINN,

"00bEM AOKYMEHTOOOOPOTA" - KOJMYECTBO JOKYMEHTOB, NOCTYNUBLIMX B
OPTraHM3ALMIO U CO3JaHHBIX €H0 3a ONPEACTICHHBIN MEPUOI.

3. llpuem, yuer, perucTpauusi, NpoXoK1eHue H OTIPABKA
KOPpPeCnOHIeHIHI

3.1. IlpueM TOKYyMEHTOB.

3.1.1. Bea mocrynmaromas B MKY VYO KOppecnoOHACHUIMS NPUHUMAETCA U
PETUCTPUPYETCA Y CEKPETAPS. PYKOBOIUTEIIS.

3.1.2. Ilpu npueme KOPPECHOHAEHIMN HEOOXOAUMO MPOBEPATH MPABUIIBHOCTH €€
noctaBkd.  OmmMOOYHO  JOCTABJIICHHAs  KOPPECHOHACHLMS  TMEPECHIIACTCS MO
NPUHAUICKHOCTH. [IpuHATAas KOPPECHOHACHIMAS BCKPBHIBAETCS (32 MCKIFOYCHUEM
KOPPECHOHJEHIMH ¢ OTMETKON HA KOHBEPTE "JIMuHO").

3.1.3. KoppecnonacHIuss ¢ OTMETKOM "JIMUHO" BpydaeTcst JIMYHO aapecary WIH
ero noeepeHHomy auiy. Koppecnonnenuus, umeromas noMmetky "KoH(puaeHuuansHo",
oOpabareIBacTCs TEM COTPYIHUKOM, KOTOPbIl IMEET K HEl TOMYCK.

3.1.4. Ilpn BCKpPBITMM KOHBEPTOB CEKPETaph IPOBEPSET COOTBETCTBHUE aApeECara,
LIETTOCTHOCTh YITAKOBKU, HAJIMYME BJIOKEHHBIX JOKYMEHTOB M NPWIOKECHUM K HHM, a
TaK)Ke HATMYKME MOAMUCH HA JOKyMeHTE. [Ipn 0OHApYKEHWU MOBPEKICHUS, OTCYTCTBUS
JOKYMEHTOB WJTH MPUTIOKEHUHA U T. 1. HEOOXOUMO COOOIIUTH 00 3TOM OTIPABUTEITIO.

3.1.5. KouBeprl OT MNOCTYNMBUIEH KOPPECHOHACHLUMHM COXPAHSAKOTCS H
MPUJIATalOTC K AOKYMEHTAM B CIIYYasX, €CIIA KaJCHAAPHBIA IUTEMIIETb HA KOHBEPTE
JOJDKEH CIY>KUTh JI0KA3aTENbCTBOM BPEMEHM OTHNPABKM WA TOJYYEHUs JAHHOTO
JOKYMEHTA WJIHM €CJIM aapec OTHPABHUTENS YKa3aH TOJBKO Ha KOHBEpTE. O0sS3aTenbHO
COXPAHSIOTCS KOHBEPTHI C TMHCbMAMH NPETEH3MOHHOIO XapakTepa, a TaKKe C
oOpalicHUsIMU TPaKJIaH.

3.2. IlopsnoK perucTpanuu BXOIAIUX JOKYMEHTOB.

3.2.1. Bce noxkymeHTHI, aapecoBaHHblie pykoBoacTBY MKY VO, mnomnexar
peructpaumm  (KpOME€  JOKYMEHTOB, BKJIIOYCHHBIX B TNPUMEPHBIA  TEPEUYCHb
HEPETUCTPUPYEMBIX JOKYMEHTOB) B KaHuenspuu.

3.2.2. Ha nomy4eHHbIX JOKYMEHTAX MPOCTABISETCS PETMCTPALMOHHBINA IITAMII, B
KOTOPOM YKAa3bIBaKOTCs Jara NOCTYIUICHUS, MOPSAKOBBIM Bxoasmmid Homep. Ecmm K
JOKYMEHTY MMEETCS MPUIIOKEHHUE, TO PSIJAOM C BXOAAIIUM HOMEPOM JEnacTcs 00 3TOM
orMerka. [IlTtammm mpocTaBieTCsl HA JTUUEBOH CTOPOHE MEPBOrO JIMCTA AOKYMEHTA B
MIPABOM HW)KHEM YTIIY.

[TopsnkoBbie HOMEpa (PUKCUPYIOTCS B SKypHalIE YYeTa PErucCTPallMOHHBIX
MOPSIIKOBBIX HOMEPOB.

Ha noxymeHTax, He MOJUISKAIUX PErUCTPALMH, CTABUTCS IITAMII M YKA3BIBACTCS



TOJIBKO J1aTa MOCTYIJIEHUS JOKYMEHTA.

3.2.3. Ilpu peructpanuu J0/KEH COONIOAATHCS MPUHIIMI OJJHOKPATHOCTH: KaXKIbIi
JNOKYMEHT PETUCTPUPYETCS TOJIBKO OJMH pa3 y cexperaps pykosoautesst MKY YO.

3.3. [Topsa oK TPOXOKAEHUS JOKYMEHTOB.

3.3.1. 3aperucTpupoBaHHbI JOKYMEHT MEPEAACTCS TOMY PYKOBOIUTENIO, B aIapec
KOTOPOr0 OH MOCTynwiI. [IOKyMEHTBHI, HEe TpeOyrolKMe pacCMOTPEHUS PYKOBOJACTBA,
MEPENAKOTCA PYKOBOAMTEINSIM CTPYKTYPHBIX MoapasaeneHuii u corpyaaukam MKY YO B
COOTBETCTBHUHM C 3aTPOHYTHIMH B IOKYMEHTAX BOIPOCAMMU.

3.3.2. llocne pacCMOTPEHHMsT M HAJIOKEHUS PYKOBOIMTENEM  PE30JIIOLMH
(pe3onronus  BKIOYACT (aMUIIMIO HKCHOJHUTENS, COACPYKAHWE MOPYYEHHs, CPOK
WCIIOJTHEHUS, TIOJAMUCh M JaTy), KOTOpas MOKET SBJIATHCS OCHOBAHHMEM JJIsl B3SATHUS
JOKYMEHTA Ha KOHTPOJIb, TOKYMEHT MEPEAACTCS UCTIOTTHUTENIO MO PACIIMCKY B JKyPHAJIE
PETUCTpALMM  BXOJSIIMX JOKYMEHTOB C MPOCTABICHUEM  HWCIIOJHUTEIEM  JAThI
noyiydyeHusi. ECnv B pE30NIOLMHM YKA3aHO HECKOJIBKO MCHOJIHUTENEH, TO CHUMAKTCA
JOTIOITHUTENIBHBIE KOMMU JOKYMEHTA MO0 YMCIY YKA3aHHBIX UCIOJHUTENEH. [10MTMHHUK
JOKYMEHTA HAIPABJISAECTCA UCTIOTHUTEI0, YKA3aHHOMY B PE30JIIOLHUH NTEPBBIM.

333. Ilpm  HampaBjeHUM  JOKYMCHTA  HECKOJIBKAM  WCIOJHUTEISAM
OTBETCTBEHHOCTb 34 TMOATOTOBKY MAarepuara HECET WCIHOJHUTENb, VKa3aHHBIA B
pe3ontonuu nepBbiM. OCTaIbHBIC HUCIOIHUTENM 00s3aHbl MPEACTABUTH HEOOXOIUMBIC
MaTepUasbl OTBETCTBEHHOMY HMCIIOTHUTEINO B COTTIACOBAHHBIE C HUM CPOKH.

OTBET OOMKEH OBITh 3aBU3MPOBAH BCEMH HCIOJIHUTEISIMH, MEPEYACICHHBIMU B
PE30IIIOLUH.

3.3.4. JIOKYMEHTBI, MOCTYNMBIIME OT CEKPETaps PYKOBOIAUTENS B CTPYKTYPHBIE
MOAPA3AETIEHUS, BTOPUYHO HE PETUCTPUPYIOTCS.

3.3.5. JIOKyMEHTBI, 3apPETUCTPUPOBAHHBIC Y CEKPETaps PYKOBOAMTEIS, TEPEAAIOTCS
M3 OJHOTO CTPYKTYpHOro noapasacienus MKY YO B apyroe TOJIBKO 4epe3 cekperaps.

3.4. TTopsnoK perucTpaniu 1 OTIPABICHUS UCXOAAIMX JOKYMEHTOB.

3.4.1. Tlonmucanueie pykoBoacTBOM MKY YO  m0OKyMEHTBI B TOT XK€ JEHb
JOJKHBI OBITh MPEAOCTABICHBI CEKPETAPIO PYKOBOAMUTENS ISl PETUCTPALMU U OTHPABKH.

342 llepen peructpaumeir JOKYMEHTA, TOCTYIIMBILIETO HA OTHPABKY,
POBEPSETCS MPABUIIBHOCTD €r0 0OPOPMIICHUS:

- Hanuuue OjaHka, MOOANUCH, JaThl, HEOOXOAUMBIX BH3 U CBEACHUN 00
WCITOJIHUTEIIE,

- HAJIMYKE 3arojIOBKAa K TEKCTY, HOMEpPA W AaThl JOKYMEHTA, HA KOTOPBIM JaeTcs
OTBET;

- IPABAJILHOCTB aApeca NOJIyYareis,

- HAIMYME YKA3aHHBIX B JIOKYMEHTE MPWIOKEHUH, a TAKKE MaTEpPUAIOB, HA
OCHOBAaHUM KOTOPBIX TOTOBHJICS MCXOAAIIMA JOKYMEHT (€CIM 3TO OTBET Ha
NOCTYNUBLIEE MUCHMO),

- HAJTMYME MEYATH B TEX CIyYasx, KOTAa OHA MOJIAracTCs.

HenpasuiibHo 0(popMaEHHBIE JOKYMEHTBI BO3BPALIAKOTCS UCTIOHATETISM.,

3.4.3. Ecnma 1OKyMEHT HaNPaBJISIETCA B HECKOJIBKO aAPECOB, HA OTHPABKY CIACTCS
CTOJIBKO 3K3EMIUISPOB NOAMUCAHHOTO MUCHMA, CKOJIBKO HEOOXOMMO JUIsl OTIPABKH BCEM
aapecaram, U OJIMH 3K3EMIUISP KOIHH.

3.4.4. Tlocne npoBepkn O0QOPMIICHUS TOKYMEHT PETUCTPUPYETCS B KyPHAJIE U Ha



6

BCEX DK3EMIUISIPAX JOKYMEHTA MPOCTABIISIETCS UCXOAAIMI HOMED TIO TOPSAKY.
3.4.5. 3aBEpeHHBIC KONMM OTIPABICHHBIX JOKYMEHTOB B TOT JKE€ JICHb
NOJLIUBAOTCSA B JETIA.

4. Oprann3anuoOHHO-PACIOPSAANTENbHbIE OKYMEHTbI

4.1. B COOTBETCTBMM C  3aKOHOAATENBLCTBOM  Poccuiickoit  denepaumu,
JIOKQJIbHBIMM HOPMAaTWBHBIMM aKTaMW B OpraHM3ald W3JA0TCS OPraHu3alMOHHO-
PaCTIOPSIINTENBHBIE TOKYMEHTHI.

4.2. Opranu3anvioHHO-PACIIOPSIUTEIIEHBIE JOKYMEHTHI, CO3/1aBacMbIC B
JESATEIBHOCTA OPraHU3alMK, JOHKHBI ObITh O(OPMIICHBI M0 MPaBUJIAM, YCTAHOBIICHHBIM
WHIVBAYAJIBHON MHCTPYKIUEN 1O AEJIONPOU3BOICTBY OPraHU3aIiN.

Braocute  kakue-nuO0  ucnpaBiieHuss WA 100aBJIEHUS B MOANKACAHHBIC
(YTBEP)KIEHHBIC) JOKYMEHTBI HE TOMYCKACTCS.

4.3.  OcoOeHnHocti O(OPMIEHUS AOKYMEHTOB, CO3/JaBACMBIX B CTPYKTYPHBIX
NOPa3ACIICHUSAX OPraHU3ali U OTPAKAIIUX CHEHU(PUKY UX ACITEIBHOCTH, a TAKXKE
npaBWjia OpraHu3auny pabOThl C JAHHBIMM JOKYMEHTaMHW MOTYT YCTaHaBJIMBATHCS
OTJEJIBHBIMU JIOKATbHBIMA HOPMATHBHBIMU aKTaMU OPraHU3alWH.

4.4. Co3maHWe MOKYMEHTOB B OpraHu3anmu, ucnoje3yroued COJl, B memsx
noBbILICHNS 3(PPEKTUBHOCTH MCNOb30BaHusE CO/l, OCYIIECTBISETCS ¢ UCIIOJIB30BAHHEM
mabJ0HOB OJTAHKOB JOKYMEHTOB W IIA0JOHOB TIOKYMEHTOB.

ONEKTPOHHBIC IMAOJIOHBI OJIAHKOB JOKYMEHTOB JOJDKHBI  ObITh  WACHTAYHBI
OJlaHKaM JOKYMEHTOB Ha OYMa>KHOM HOCHTEJIE.

4.5. Jlns  co3maHusi JTOKYMEHTOB, OTPKAKOIWMX CHCHU(PHUKY ACITEIbHOCTH
CTPYKTYPHBIX TMOJPA3ACICHUIA OpraHu3allK, W YNPaBICHHUS JaHHBIMH JTOKYMEHTAMHU
MOTYT HCIOJIB30BAThCS APYTHE MH(DOPMALMOHHBIE CUCTEMBI.

4.6. JIOKyMEHTBI OpraHu3anuu OQOPMIISIFOTCS Ha OJIaHKaxX WM CTaHJAPTHBIX
mctax Oymaru popmara A4.

4.77. J1is U3rOTOBJICHUS JOKYMEHTOB B OPTaHU3aLMH UCTIOIB3YIOTCS:

OJlaHK MpHKasa;

OJTaHK PacTIOPSKCHUS,

OmaHK mucbMa Ui BEICHUS NEPENUCKA C OPraHu3alusMd W TPakIaHaMHU,
HaxoasAMMucs Ha Tepputopuu Poccuiickoit deaeparuu;

OJIaHK MUChbMA C PEKBU3UTAMH HA PYCCKOM M OJJHOM M3 MHOCTPAHHBIX SI3bIKOB JJIsI
BEJICHUS MIEPENUCKU C 3apyOE)KHBIMH KOPPECITOHACHTAMMU.

[To pemeHur0 pPyKOBOIMTENS B OPraHU3aldd MOTYT MCHOJB30BATHCS IPYIHE
OnmaHku: ONaHK MUCbMA PYKOBOJIUTEINS OPraHU3ALMKA WM WHOTO YIOJTHOMOYEHHOTO UM
nvna, OJIaHK MPOTOKOJIA, OJTAHK MUChMA CTPYKTYPHOTO MOAPA3ACIICHUS.

Jnsg  odpopmiieHHs PE30NMIOLMIA HA JOKYMEHTE B  OpraHu3alud  MOTYT
MCIOJIb30BaThCsl OJTAHKH PE30JTFOLIAN.

4.8. Ilpu w3naHUM JOKYMEHTOB HAa CTAaHAAPTHBIX JUCTaX OyMmMard Ha HHX
BOCIPOM3BOAATCS PEKBU3UTHI, HEOOXOAUMBIE ISl TOKYMEHTOB KOHKPETHOTO BHAA WM
PA3HOBUIHOCTH.

4.9. Ha OGnaHkax JOKYMEHTOB BOCIPOM3BOJMTCS TOBAPHBIM 3HAK W/HaM (3MOneMa)
OpraHu3anyy (IpH X HAJIUYHN ).

4.10. IlpoexkTupoBaHue OJIAHKOB JOKYMEHTOB OCYIIECTBISIETCS B COOTBETCTBHH C
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I'oCT P 7.0.97-2016 «Cucrema cTaHmapToB 1o uHpopMauuu, OHOIMOTEYHOMY U
U3/1aTENbCKOMY Jiey. OpraHu3alnoHHO-PACIOPSAUTENBHAS TOKyMEeHTauus. TpeboBaHus
K 0()OPMIICHHIO TOKYMEHTOB) .

4.11. bnaHkM HNOKYMEHTOB OpraHM3AallMA M3TOTABIMBAKOTCA  THIOTPa(CKUM
cnocoOoM, CpeACTBAMH ONIEPATUBHOMN MONMUTPAPUH WM KOMITBIOTEPHON TEXHUKH.

4.12. JIOKyMEHTbl HW3rOTaBIMBAIOTCS Ha OyMa)KHOM HOCHTENE W B (Qopme
ANIEKTPOHHBIX JOKYMEHTOB C COOJIOJICHHEM YCTAHOBIEHHBIX NPABWI O(QOPMIICHHS
JOKYMEHTOB.

4.13. JIOKyMEHTBI OpraHu3anuu, o(popMiIcHHbIC KaKk Ha OnaHKe, Tak U 0e3 HEro,
JOJDKHBI UMETH T1OJISL HE MEHEE!

20 amm - EBOE;

10 ymm - mpaBoe;

20 mm - BEpXHEE,

20 mm - HIOKHEE.

4.14. JIOKyMEHTBI, M3JABAEMBIC COBMECTHO OJHOW WJIM  HECKOJBbKUMH
OpraHu3alysIMu, OQOPMIIIFOTCS HA CTAHAAPTHBIX JUCTaX OyMard ¢ BOCIPOU3BEACHUEM
PEKBHU3UTOB BCEX OPraHU3alMii, YYaCTBYIOIIMX B U3JaHUU JOKYMEHTA.

4.15. Tlpy DOATrOTOBKE JOKYMEHTOB JAOMYCKACTCS MCMHOJIB30BAHHUE JIMIICBOH W
00OpPOTHOHM CTOPOHBI MTUCTA. [IpH IBYCTOPOHHEM CO3aHWM TOKYMEHTOB IIMPHHA JIEBOTO
NOJIsL HA JIMLIEBOM CTOPOHE JTUCTA W MPABOT0 NOJs HA 0OOPOTHOH CTOPOHE JTUCTA TOJIKHBI
OBITH PABHBI.

4.16. Tlpm co3maHMM AOKyMEHTa HAa JBYX M Oojiee CTpPaHMLAX BTOPYKO H
MOCJIEAYIOUIME CTPAHMLBI HYMEPYIOT. HoMepa cTpaHull mpOCTaBiIsAOTCS MO CEPEAUHE
BEPXHETO NOJIL JOKYMEHTA Ha paccTOssHUM 10 MM OT BEPXHET0 Kpas JIMCTA.

4.17. Jins W3roTOBIECHHS JTOKYMEHTOB MCIOJB3YyETCd TapHUTYpa wWpudTa Mo
BBIOOPY OpraHu3anuu, BXOJsllas B CTAHJAPTHBIA TakeT OQUCHOrO0 MNPOrPaMMHOIO
o0ecneveHus, UCNOoIb3yeMOro opranu3anueil. Pazmep mpugra - No 12-14 nr.

[Ipn cocraBneHun TaOMUL MOMYCKACTCS WCHOJB30BAaHWE MIPU(PTOB MEHBIIUX
pazmepos - Ne 10, 11 nr.

4.18. AO3ausblii OTCTYI B TEKCTE JOKYMEHTA - 1,25 cu.

3arolOBKA pa3aeiioB W TMOAPA3JECIOB IMEUYaTaroTCs ¢ a03anHbIM OTCTYIIOM WA
LEHTPUPYIOTCS MO IIUPUHE TEKCTA.

4.19. Tekct nokymeHTa neqaraercs yepes 1-1,5 MeKCTpoUYHbIX MHTEpBana. Teker
JIOKYMEHTA BBIPABHUBACTCS 110 [UMPUHE JIUCTA.

MHOrOCTPOUHBIE PEKBU3UTHI MEYATAKOTCS YEPE3 OJWH MEKCTPOUHBIA WHTEPBA,
COCTABHBIC YACTH PEKBU3UTOB MOTYT PA3JENATHCS AOTOTHUTEIBHBIM HHTEPBAJIOM.

Ecii [MOKyMEHT TOTOBHMTCA sl M3JAaHUS C YMEHBUICHHMEM MaciTada, TEKCT
NEYaTACTCs YePe3 1BA MHTEPBAJIA.

HuTepBan mexay OykBamMHu B CJIOBax - OOBIUHBIA. MHTEpBAT MEXAy CIOBaMU -
OJIUH MpoOer.

CTpOKM PEKBU3WUTOB BBIPABHHUBAIOTCA IO JIEBOH T'PAHMIIE 30HBI PACIIOJIOKEHUS
PEKBHU3UTA WIH LIEHTPYOTCSA OTHOCUTEIBHO CAMOM JUIMHHOW CTPOKH.

JUinHa caMOi JUIMHHOW CTPOKM PEKBU3MTA MPU YITIOBOM PACIOIOKEHUU
PEKBHU3UTOB HE Oosee 7.5 cu.

JUtMHa camMO# JJIMHHOM CTPOKM PEKBM3WTA MPU MPOJOIBHOM PACMOIOKEHUU



PEKBU3UTOB HE Oosiee 12 cm.

4.20. Jlonmyckaercs BBIIEHATH MOJYKHPHBIM LIPA(PTOM PEKBU3UTHL «aapecary,
«3aroJIOBOK K TEKCTY» WK «TOJINUCHY, & TAKXKE OTACTbHBIC (PPArMEHTHI TEKCTA.

4.21. Ilpn mOArOTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O(DOPMIIAETCS TUTYIbHBIN
JIUCT.

4.22. CocTaB pEKBH3UTOB, MCIOJIB3YEMBIX IS OQOPMIICHHS JOKYMEHTOB,
OMpEACTAETCS  BUAOM  (Pa3HOBMUAHOCTBIO)  OPraHM3ALMOHHO-PACHIOPSAUTEIBEHOTO
JOKYMEHTA.

4.23. Ilpy mOArOTOBKE MOKYMEHTOB OPraHU3alvy MCIOJIB3YIOTCS PEKBU3UTHI,
ycranosiieHnsie ['OCT P 7.0.97-2016

a) sMOeMa;

0) TOBapHBIA 3HAK (3HAK OOCITYKUBaHUA ),

B) KOA (pOPMBI JOKYMEHTA,

I') HaMMEHOBAHWE OPraHU3ALNH,

1) HAMMEHOBAHWE CTPYKTYPHOTO MOAPA3ACICHHUS,

€) HAMMCEHOBAHUE JOJKHOCTH JIMLIA,

K) CIPAaBOYHbBIC TAHHBIC 00 OpraHU3alnu;

3) HAMMEHOBAHWE BUJA JOKYMEHTA,

W) Jara JOKYMEHTA,

K) PErUCTPalMOHHBII HOMEP TOKYMEHTA,

J) CCBUIKA HA PETUCTPALMOHHBII HOMED U AaTy MOCTYMHBIIETO JOKYMEHTA,

M) MECTO COCTaBJICHUS (M3/1aHUs) TOKYMEHTA,

H) Tpu( OrpaHUUYEHUS HOCTYIA K JOKYMEHTY;

0) ajapecar;

n) rpu( YTBEPKICHUS JOKYMEHTA,

P) 3arojoBOK K TEKCTY;

C) TEKCT IOKYMEHTA,

T) OTMETKA O MPUJIOKEHUH,

y) Tpu( cornacoBaHus JOKYMEHTA,

¢) BuU3a;

X) MOJMUCH;

1) OTMETKA 00 3NIEKTPOHHOM MOANHKCH;

Y) Meyarsb,

1) OTMETKA 00 UCTIOJTHUTEIE,

1) OTMETKA O 3aBEPEHUH KOIUH,

bl) OTMETKA O MOCTYIJICHUHN TOKYMEHTA,

3) pPE30JTOLIUS,;

10) OTMETKA O KOHTPOJIE,

s) OTMETKA O HAMPABJICHUU JOKYMEHTA B JECTIO.

4.24. bnank npukaza (pacHOpsOKECHWS) OpraHu3alud  JOJDKEH — BKIIHOYATH
PEKBU3HTHI

aMOIIEMY

HAaMMEHOBAHUE OPraHU3alyi;

HAWUMECHOBAHUE BUA JOKYMEHTA,
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MECTO COCTABJICHUS WJTM U3JJaHKs TOKYMEHTA,
OTMETKH I pa3MEICHUs PEKBU3UTOB «J1aTa TOKYMEHTa»,  «PETUCTPAIMOHHBIN
HOMED AOKYMEHTAY.
4.25. bnaHk nucbMa OpraHu3alvM J0JKEH BKIIIOYATh CIICTYIOIINE PEKBUZHUTHI:
aMOnemMy;
HAMMEHOBAHME OPraHW3aIlMK; CIIPABOYHBIC TaHHBIC 00 OpraHu3aIny;
OTMETKH JUIs TPOCTABICHUS PEKBU3UTOB «JlaTa JOKYMEHTA», «PETUCTPAIIMOHHBIN
HOMEpP JOKYMEHTa», «CChbUIKA HAa PETMCTPAIMOHHBIM HOMEP W JaTry MOCTYMHBIIETO

JOKYMEHTA.
B Omank mMcbMa JOJDKHOCTHOTO JHMIA JOMNOJHUTENBHO BKIIFOYAETCS PEKBU3HT
«HAaMMEHOBAHUE TOJDKHOCTH JIMLAY», aB OJAHK MUCbMACTPYKTYPHOTO MOAPA3AETICHUS

(COBEIIATENBHOTO, METOAMYECKOTO, 3KCHEPTHONO WM WHOTO OpraHa) OpraHu3aluy -
HAaUMEHOBAHUE CTPYKTYPHOTO MOAPA3ACTICHHUSI.

4.26. BHyTpeHHHME JOKYMEHTHl OpraHusauuu, oQopmiisieMble HE Ha OJIaHKe,
JOJKHBI COAEPYKATh COOTBETCTBYOIIME BUAY JOKYMEHTA PEKBA3UTHI.

4.27. DOmOnema opraHuzaimu, pa3zpaboTaHHAasi W YTBEPKIACHHAST B TMOPSIKE,
YCTAHOBJIEHHOM 3aKOHOAATENLCTBOM Poccuiickoit denepanmu, pa3memaeTcs Ha OnaHKax
JOKYMEHTOB.

H3o6paskeHne >MOIEMBbl TOMEIIAETCS HA BEPXHEM MoJie OJaHKa JTOKYMEHTA Ha
paccrosHuM 10 MM OT BEPXHEro Kpas JIMCTa, 3aXBaTbiBas 4YacTh paboyell 30HBI
JOKYMEHTA, LICHTPOBAHHO HAJl PEKBU3UTAMU OPraHU3aLHH.

4.28. Kox ¢opmbel JOKYMEHTa MPOCTABISAETCS HA YHU(PUIMPOBAHHBIX (Popmax
JOKYMEHTOB B COOTBETCTBUM C OOMIEPOCCUICKHM KIIACCU(UKATOPOM YITPaBICHUYECKOM
nokymenTamu (OKY]1) wim JIOKanbHBIM KIACCU(PUKATOPOM, pacrnojaracTcss B MpaBoOM
BEPXHEM YTy pabodero mojst TOKyMEHTa, COCTOUT U3 CJIoB «DopMa 1Mo (HAaMMEHOBaHHE
Kjlaccuukaropa)» u HuppoBOro Koaa.

4.29. HanMeHOBaHWE  OpraHmM3alMd  Ha  OnaHKEe  JOKYMEHTa  JOJDKHO
COOTBETCTBOBATh HAMMCHOBAHWIO FOPHIMYECKOrO JIMLA B yCTaBe opranm3zanmu. Ha
OlaHKax JOKYMEHTOB YKA3bIBAETCS MOTHOE OPUIMAIEHOC HAMMEHOBAHUE FOPUINYECKOTO
JvIa ¢ YKa3aHWEM €ro OpraHu3alMOHHO-IPABOBOM (OPMBI, HAJ HAWUMEHOBAHUEM
OpPraHM3alM YKAa3bIBACTCS HAMMCHOBAHUE BBIMIECTOAINECH OpraHu3aumu (Mpu  €e
HAJIMYMK), IOl HAMMECHOBAHMEM OPraHW3alMKA B CKOOKAaX YKa3bIBACTCS COKPAILIEHHOE
HAaUMEHOBAHKUE OPraHU3al|H, €CIIH OHO MPEAYCMOTPEHO YCTABOM.

4.30. HanMeHOBaHME CTPYKTYPHOTO MOApPA3AcicHus (B TOM 4YHUCle (Quinania,
OTJIEJICHUS, TPEICTABUTENBCTBA, KOUIETHAIbHOTO, COBEUIATEILHOTO WM MHOTO OpraHa)
YKa3bIBacTCs B OJIAHKAX MUCEM U OJTAHKAaX KOHKPETHBIX BUIOB JOKYMEHTOB, M31aBACMBbIX
COOTBETCTBYIOIIMMH MOAPA3ACIECHUSAMHU B COOTBETCTBUU C JIOKAJIbHBIMA HOPMATHBHBIMHA
aKTamu opraHu3anuu. Hajg HaMMEHOBaHMEM CTPYKTYPHOIO MOAPA3ACICHHS YKA3bIBACTCS
HAUMEHOBAHWE OPTaHM3alMU, YbUM (PUIMATIOM, OTACIICHUEM, NPEACTABUTEIILCTBOM,
KOJUIETHAJIbHBIM MJIM COBELIATENbHBIM OPraHOM JAHHOE TOAPA3ACTICHUE SIBIISICTCS.

4.31. HanMeHOBaHME JOJDKHOCTH JMIA MCMONB3yeTcs B OnaHKax MHCEM
JOJKHOCTHBIX JIMIL M PACHoJIaracTes N0l HAMMEHOBAHUEM OPTaHHU3aLIVH.

4.32. CrnpaBoYHbIC JaHHbIE 00 OpPraHM3allMy YKa3bIBAKOTCA B OJIAHKAX MUCEM W
BKJIFOYAKOT. MTOYTOBBIA aapec OpraHu3alyy (JOMOIHUTEIBHO MOKET YKA3bIBaThCS apec
MECTA HAXOXKACHUS IOPUAAYECKOTO JIMIIA, €CJIM OH HE COBMAJACT C MOYTOBBIM aIPECOM),



10

HOMEp TenedoHa, (akca, agpec BJICKTPOHHOW MOYTHI, CETEBOM aapec, a TaKXKe KOA
opranm3aiyu 1no OOIWEPOCCUIHCKOMY KITACCH(PUKATOPY MPEANPUATHA M OpraHu3anni
(OKTIO), 0CHOBHO} TOCYIapCTBEHHBII perucTpauuoHHblii Homep opranmu3anuu (OI'PH)
U HJICHTU(UKAIMOHHBIA HOMEP HAIOTOIUIATEIbIIMKA / KOA MPHYMHBI TOCTAHOBKM HA
Hasorosblil yuet (MHH/KITIIT).

4.33. HaumeHOBaHME BMJA AOKYMEHTA YKAa3bIBACTCS HA BCEX NOKYMEHTAX, 3a
UCKJIFOUCHHEM JIETOBBIX (CIY>KEOHBIX) MHCEM, PaCHoJIaracTcsl MoJ HAMMEHOBAHUEM
OpraHu3alyy (CTPYKTYPHOTO MOAPA3ACTEHUS, TOJKHOCTH ).

4.34. Jlata  AOKYMEHTa  JIOJDKHA ~ COOTBETCTBOBAThH  JATe  MOINUCAHUS
(YTBEP)KIEHUS) NTOKYMEHTA WM (B MPOTOKOJIAX) Jare COObITHS, 3a()MKCHPOBAHHOTO B
JIOKYMEHTE.

Jlara TOKyMEHTA 3aUCHIBACTCS B IMOCIEAOBATENLHOCTH. IEHDb MECALA, MECSLL, TOJ
OJIHUM M3 JABYX CIOCOOOB:

apaOckumu udpaMu, pa3aenecHHbIMA Toukoit: 05.06.2018;

CJIOBECHO-IIU (PPOBBIM criocoOoM: 5 utons 2018 r.

Ha nokymeHTax, opopmisieMbIx Ha OJIaHKe, JaTa JOKYMEHTA MPOCTABIISIETCS MOA
PEKBU3UTAMH «HAUMEHOBAHHME BHUAA JOKyMEHTa» (B ONaHKaXx KOHKPETHBIX BHJOB
JOKYMEHTOB) U «CIPABOYHBIE TaHHBIE 00 OpraHu3auumny (B OJTaHKaX MHCEM ).

JlaToii NOKyMEHTa, WM3JIAHHOTO COBMECTHO JBYMSI WJIM 0OJiee OpraHu3auusMy
(IOJDKHOCTHBIMM ~ JIMIAMM), SBJIICTCA JaTa TMOAMHCAHWS JOKYMEHTa MOCIEAHEH
CTOPOHOM.

Ha noKyMeHTE, COCTaBICHHOM COBMECTHO ABYMsS M 00Jiee OpraHHM3alysIMHy,
MPOCTABJISIFOTCS  PETMCTPALMOHHBIE HOMEpPA JOKYMEHTA, INMPUCBOCHHBIE KAXKIOH W3
OpraHu3aumii. PerucTpauMoHHbIE HOMEpPa NPOCTABISAIOTCS B TOPSAAKE YKa3aHWUsS
HAUMEHOBAHWW OpraHu3anuii B 3arojJoBOYHONM wyacTH (mpeamOyJie) AOKyMEHTa W
OTIEIISAIOTCA APYT OT Apyra KOCOU 4EPTOM.

4.35. Ccbulka HA PETUCTPALMOHHBIA HOMEP M JAaTy MOCTYIMBILErO AOKYMEHTA,
COCTOSAILASA U3 PETMCTPALMOHHOIO HOMEPA M JAaThl BXOJALIETO JOKYMEHTA, HA KOTOPBIH
JAcTCs OTBET, MPOCTABIAETCS B BUAC OTMETKHM «Ha Ne ... oT ...» B Oi1aHKe MHUCHMA.

B Tekecr mnmcbMa-OTBETA CBEACHHMS O PETUCTPALMOHHOM HOMEPE MW JAare
MOCTYIHBIIETO MUCbMA HE BKIIFOUAKOTCS.

MecTto cocTtaBiaeHHs (M3aHWsI) JOKYMEHTA YKAa3bIBAE€TCS B COOTBETCTBHH C
NPUHATBIM ~ AIMAHUCTPATUBHO-TEPPUTOPAATIBHBIM  JACJICHUEM, HAMPUMEDP: TOPOACKON
okpyr ropox Hegrexkamck PecniyOnukn bamkoprocras.

4.36. I'pud orpaHuyeHHs 10CTyNa K JOKYMEHTY IPOCTABIISIETCS B TPABOM

BEPXHEM YOy  NEPBOrO0  JIACTA  JOKYMEHTa  (IIPOEKTa  JOKYMEHTA,
COIMPOBOJUTENILHOTO MACHMA K JOKYMEHTY) OT TPAHUIIBI BEPXHETO MO P HATUYAH B
JOKYMEHTE WH(POpPMAaLUK, IOCTYN K KOTOPOM OrpaHWYMBAETCS B COOTBETCTBUHM C
3aKOHOJATeNbCTBOM Poccuiickoil denepaunu.

B nmoxkymeHTax OpraHM3anu, COACP)KAIIMX  CBEACHMS,  COCTAaBJISIOLIMAE
KOMMEPUYECKYIO TAlHY, B COOTBETCTBUM ¢ DenepanbHbiM 3ak0HOM OT 29 nrons 2004 1. Ne
98-D3 «O KoMMepUeCKOi TaliHe» HapsiAy ¢ rPU(OM YKa3bIBAKOTCS MOTHOE OPUIIMATIBHOE
HAaMMEHOBAHUE FOPUIMYECKOTO JIULA, MECTO €r0 HaXOKAeHus. Hanpumep:

Kommepueckas TaiiHa

ObY «HanmeHoBaHKe OpraHu3arim
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MecTo HAXOXKACHUS.

4.37. AnpecaT - PpEKBH3UT, HCIOJB3YEMbId Tpu  OQOPMIIECHHH JEIOBBIX
(cmy>k€OHBIX ) MUCEM, BHYTPEHHHX MH(POPMALMOHHO-CIPABOYHBIX JOKYMEHTOB.

AJnpecaToM JOKYMEHTA MOXKET OBITh OpraHu3alusi, CTPYKTYPHOE MOAPA3ICICHHUE
OpraHu3alyy, JOHKHOCTHOE WK (PU3HYECKOE JIALLO.

PekBusut «anpecar» odopmisercss Ha OJaHKE C YIJIOBBIM PACIOJIOKCHHEM
PEKBU3UTOB - B BEPXHEH MpaBOA 4YacTH [OKYMEHTa, Ha OJaHKE € MPOJOJbHBIM
PACIIONOKEHUEM PEKBU3UTOB - CIpaBa MOJ peKBU3UTaMM OslaHka. CTPOKM PEKBH3MTA
«azpecary BBIPABHUBAKOTCS IO JIEBOMY KPAK) WM LIEHTPYKOTCS OTHOCUTENBHO CaMOWM
JUIMHHOW CTPOKH.

[Ipn aapecoBaHWM AOKYMEHTA PYKOBOAMTEIIO (3aMECTUTENI0 PYKOBOJMTEIIS)
OpraHu3alMd  YKAa3bIBAKOTC B  JATCJIBHOM MAACKE HAUMEHOBAHWE JIOJDKHOCTH
PYKOBOAMTENS  (3aMECTUTENS  PYKOBOJIMTEINS),  BKIOYANOIIEE  HAMMEHOBAHHE
Opranu3anyu, (paMuInio, FHULKAAIBEL JOHKHOCTHOTO A, Hanpumep:

I'enepansromy aupekropy ObY «HaumeHoBaHue opraHu3aliny

Gamunus 1.0.

[Ipm ajgpecoBaHMM TMCbMAa B OPraHM3alMI0 YKa3bIBAC€TCA €€ MOJHOE WIH
COKPAILICHHOE HAMMEHOBAHUE B UMEHUTEIIBHOM MAJIEHKE.

[Ipm ampecoBaHMM OOKYMEHTA B CTPYKTYPHOE MOAPA3JCICHUE OPraHU3alMHh B
PEKBHU3UTE «aapecary yKa3blBAOTCA B WMEHUTEIBHOM MAQAECKE HAUMEHOBAHUE
OpPraHu3alMH, HIKE - HAMMEHOBAHUE CTPYKTYPHOTO noapasaciieHus. Hampumep:

ObY «HanmeHoBaHKe OpraHu3arum

DUHAHCOBOE YIIPABJICHUE

[Ipm angpecoBaHMM MHCbMA PYKOBOJMTENO CTPYKTYPHOIO  MOAPA3ACIICHUS
VKa3bIBAKOTCA B MMEHUTEIBHOM TAJCKE HAWUMECHOBAHME OPraHW3alMM, HWXKE - B
JNATENIBHOM — TMAJAeKe HAMMEHOBAHUE  JODKHOCTM — PYKOBOIMTENS,  BKIIFOYAROLLEE
HAUMEHOBAHUE CTPYKTYPHOTO MOAPA3ACTCHHUS, (PAMUITNIO, MHULIAAJIBL.

Hanpumep:

ObY «HanmeHoBanue
opraHuzauun» PyKOBOAUTEIIO
JOrOBOPHO-IIPABOBOIO OTIEIA
Gamunus 1.0O.

[lepen pamumel OOMKHOCTHOTO JIMIA JOMYCKAETCS YHNOTPEONIATh COKpALICHHE
«r-Hy» (TOCNOIMHY), €CNU aJapecar MY>KUMHA, WIA «r-e» (TOCIOXKE), €ClU ajapecar
JKEHILMHA, HAIIPUMED:

r-uy @amunus 1. O.
r-xe @amumms 1.0.

[Tpum pacceuike JOKYMEHTA IPYIINIEe OPraHu3anuid OJHOTO TUIA WU B CTPYKTYPHBIE
NOpa3AcsICHUs] OTHOM OpraHu3anuu, aapecar ykaspiBacTcs 0000menHo. Hanpumep:

PykoBomutensm ¢punmmano ObY «HanMeHOBaHUE OpraHnu3anum

Pykosoaurenam yrnpasieHuii u otaenoB ObY «HanMmeHoBaHWe OpraHu3anim

[Ipm pacchulke€ JOKyMEHTA HE BCEM OpPraHu3alMsaM WM  CTPYKTYPHBIM
NOIPa3ACIICHUSAM TOJ PEKBU3HTOM «AJpecar» B CKOOKAaX YKa3bIBACTCS: «(IO CITHCKY )».
Hanpumep:

PykoBomurensam VIIPaBJICHUM
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u otnenoB ObY «HanmenoBanue
OpraHU3aLm»
(MO CHKCKY)

CHuUCOK pacChUTKA COCTABIISIETCS UCTIOTHUTEIIEM.

Ecnmu nmuceMO HampapisieTCs B OPraHU3alMI0 WM JOJDKHOCTHOMY JIMIY W AJIs
CBEIACHHS €INE Ppsly OpraHu3auuii WM JOJDKHOCTHBIX JIML, OOMEEe KOJUYECTBO
aJpECATOB HE JOJKHO OBITH O0OJIEE YETHIPEX, MPH 3TOM OCHOBHOM aJpecaT yKa3bIBACTCs
nepBeiM, CioBO «Komus» mepen BTOPBIM, TPETbUM, YETBEPTHIM aApecaTaMu HE
neYaracTcsl.

B cocraB pexBH3uTa «AApecary MOXKET BXOAWTH MOYTOBBIA aApPEC. DIIEMEHTHI
MOYTOBOrO aapeca YKa3bIBAKOTCS B IMOCIIECI0BATEILHOCTH, YCTAaHOBIEHHOW [lpaBunamu
OKa3aHWs yCIyT MOYTOBOM CBA3MU:

a) Ul FOPUAMYECKOIO JIMUA - MOJHOE MM COKPAIICHHOE HAMMEHOBAHWE (MPU
HAJIMYMH ), JUTsl TPOKAAHUHA - (PaMWIAS, UMsl, OTYECTBO (TMOCIEIHEE PU HAJIMYKIH ),

0) OaHKOBCKME PpEKBH3UTHI (11 TMOYTOBBIX MEPEBOJOB, HAMPAaBISEMBbIX
OPUAMYECKOMY JIMIY WIH MPUHUMACMBIX OT FOPUIXYECKOTO JIULA),

B) HA3BaHME YJIMLbI, HOMEDP J0MA, HOMEP KBAPTHPHI,

I') Ha3BAHWE HACEIICHHOIO MyHKTA,

J) Ha3BaHWE paiioHa,

€) Ha3BaHWE PECMyOJIMKH, Kpast, 00JIacTH, aBTOHOMHOT'O OKpyra (001acTh),

’K) Ha3BaHUE CTPAHBI (11 MEXKITYHAPOIHBIX TOUYTOBBIX OTIPABIICHUH ),

3) TOYTOBBII HHIEKC.

[TouToBBI agpec HE YKa3bIBACTCS B JOKYMEHTAX, HAIMpPABJIIEMBIX B BBICIIHAE
OpPraHbl BJIACTH, BBIIIECTOSIIME OPraHU3ALMK, MOJBECIOMCTBEHHBIE OPraHu3aluu W
NOCTOSIHHBIM KOPPECHOHJIEHTaM (32 WCKIIOYEHUEM HAMPABICHHS IMUCEM YKa3aHHBIM
aJpecaTaM B KOHBEPTaxX ¢ MPO3PAYHBIMU OKHAMH ).

[Ipn oTnpaBke mucbMa MO SJAEKTPOHHON mouTte WM (PakCUMHIBHON cBsizu (O€3
JOCBUTKH IO TOYTE) MOYTOBBIA aapec He ykasbiBacTcs. [Ipm HEOOXOAMMOCTH MOKET
OBITh YKa3aH JIEKTPOHHBINA aapec (Homep Tenedona/paxca). Hanmpumep:

ObY «HanmeHoBaHKe OpraHu3arum

DJNEKTPOHHBIN ampec

4.38. I'pud yTBEP)KICHUS TOKYMEHTA MPOCTABISIETCS HA AOKYMEHTaX B MPaBOM
BEPXHEM VIJIy MEPBOro JIMCTA AOKyMEeHTA. CTPOKM PEKBU3WTA BBIPABHHUBAKOTCS IO
JIEBOMY Kparo WA UEHTPYIOTCS OTHOCHTENBHO CaMOM UTMHHOM CTPOKH.

[Ipn yTBEpXKACHUHM AOKYMEHTa COOCTBEHHOPYYHOH NOMAMUCHIO JOKHOCTHOIO
muna rpud yrBepxkacHUs cocrouT w3 ciaoBa «YTBEPXJIAIO», HauMeHOBaHMsS
JOJKHOCTH JIMIA, YTBEP)KIAIOIIETO TOKYMEHT, €ro MOANUCH, HHALUAIOB, (aMWIHU U
natsl yTBepkaeHus. Hampumep:

YTBEPXIAIO

Jupexrop ObY «HanMeHoBaHKWE OpraHu3aimn

Iloonuce N.O. ®amunusa lata

[Ipn  yTBEPXKACHUM  JOKYMEHTA  PACHOPSIAWTENBHBIM  JTOKYMEHTOM  TpuQ
yTBepKAcHUs — coctouT  mM3  cimoBa  «YTBEPXIEH»  («YTBEPXIEHA»,
«YTBEPXIEHBI» wnn « YTBEPX/IEHO»), cornacoBaHHOro ¢ HAMMEHOBAHUEM BHJIA
YTBEPKAAEMOTO JOKYMEHTA, HA3BaHWs BHJAA PACHOPSIUTENBHOIO JOKYMEHTA B
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TBOPUTEIBLHOM MAJEKE, €r0 AaThl, HoMepa. Hanpumep:
(Pernament) YTBEPX/IEH
npukazom ObY «HaumenoBanue
OpraHU3aLm»
oT 5 okTsa0ps 2017 r. Ne 82

(IlpaBuna) YTBEPX/IEHbI
npukazom ObY «HaumeHnoBanue
OpraHU3aln»

oT 5 okTsa0ps 2017 r. Ne 83

[Ipn yTBEpXKACHHHM JOKYMEHTA KOJJIETMAJIbHBIM, COBEINATEIIBHBIM WM WHBIM
OPraHOM, PEIIEHUS KOTOPOro (PUKCHPYHOTCS B MPOTOKOJIE, B Tpu(e yTBEPKICHUS
YKa3bIBAECTCs, HAMMEHOBAHUE OpraHa, ata 1 HoMep MPpoTOKoJja (B ckoOkax). Hampumep:

(ITonoxenue) YTBEPXJIEHO
HayudHo-TexHuueckum coBetoM ObY
«HHOBALUAY

(mpotokoin ot 12.09.2017 Ne 12)

4.39. 3aronoBOK K TEKCTY - KPAaTKOE COJCPXKAHUE NOKYMEHTA. EC/IM 3arojioBOK K
TEKCTY OTBEYAET HA BOMPOC «O 4eM?», OH HauuHaercs ¢ mpemaora «O» («O6»). Ecam
3aroJIOBOK K TEKCTYy OTBEYAET HA BONPOC «YETr0?», OH COCTABJISIET OJHO LEIOE C
HA3BaHWEM BHJA NOKyMeHTa. Hanpumep:

npuka3 (0 4ém?) O CO3JaHUM ATTECTALMOHHOM KOMHCCHMM THUCBMO (0 4éM?) O
NPEeAOCTaBCHU WH(OpManuu akT (4ero?) mpueMa-nepenadu Aesl MPOTOKON (4ero?)
3aceIaHus DKCIIEPTHOW KOMUCCUH

3aroloBOK K TEKCTy 0(QOpMIISIETCS MOJ PEKBU3UTAMU OJIaHKA CIEBA, OT TPAHMILIBI
JIEBOTO TTOJIS.

4.40. TekCT AOKYMEHTA COCTaBIIACTCS HA IOCYNAPCTBEHHOM s3bIKE POcCCuiicKoi
denepanyy WM roCyAapCTBEHHOM S3bIKE pecnyOnukn bamkoprocraH.

TekcT AOKyMEHTa MOJDKEH OBITh COCTABIEH TI'PAMOTHO, SICHO, TOHATHO M IO
BO3MOKHOCTH KpaTko. TekCcT MOOKyMEHTa [OJDKEH COACpPkKAaThb JOCTOBEPHYK) U
AKTyaJIbHYI0 WH()OPMALIKIO, JOCTATOYHYIO JUISl NPUHITHAS PEIICHUIN WIIM X UCIOJIHEHUS,
HE JIOJDKEH AONYCKAaTh PA3TUYHBIX TOJKOBAHUM.

B TekcTe mOKymMeHTa, MOArOTOBIICHHOM HAa OCHOBAaHWUM 3aKOHOAATEIBHBIX WIIA
WHBIX HOPMATHBHBIX IPABOBBIX AaKTOB, PpAHEE W3JAHHBIX PaCHOPSAUTEIbHBIX
JOKYMEHTOB, YKa3bIBAOTCS UX PEKBU3UTHI

HAUMEHOBAHWE JTOKYMEHTA, HAMMECHOBAHWE OpraHa BIJIACTH (OpPraHU3ALNN),
W3/IABIIECTO(CH) MOKYMEHT, Jara OKYMEHTA, PErHCTPALMOHHBIA HOMEpP JOKYMEHTA,
3aroJIoBOK K TEKCTY,

HAUMEHOBAHWUE OPTaHU3ALMN WU JOJLKHOCTHOTO JIMLA, YTBEPAMBILIETO JOKYMEHT,
JaTa yTBEPKACHUS TOKYMEHTA.

TeKkcT TOKYMEHTA MOKET COACPKAaTh Pa3ACibl, MOAPA3IACIIbI, MYHKTHI, MOIMYHKTHI,
HYMepyeMble apaOCkuMu nuppamu. YpoBHEH pyOpHKanuu TEKCTa HE JOJDKHO OBITh
Oonee YeThIpEX.

TeKCT JOKYMEHTA U3J1araeTes:

B MPHUKA3ax, U3AAHHBIX C€IUHOJIMYHO, - OT MEPBOrO JIMLA €IUHCTBEHHOIO YMCIIA
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(... MpUKa3bIBAKOY ),

B MpHKa3ax, W3JAHHBIX COBMECTHO ABYMsI MM OOJiee OpraHu3aluusiMH, - OT
NEPBOTO JIMIA MHOKECTBEHHOTO YMCHA (... TP UK a3 bl B A € M»),

B TMPOTOKOJIAX 3aCE€HaHWi - OT TPEThEro JIMLA MHOKECTBEHHOIO 4YHCIIa
(«CIIYIIAJIAY, « BBICTYTIUIINY, « I TOCTAHOBWJIN» wiu « PELLTJIN»);

B JICTIOBBIX MUCbMAaX, O()OPMIICHHBIX HA OJIaHKaX OpPraHu3allly, - OT MEPBOrO JIALA
MHO>KECTBEHHOI0 4ucia (TPOCUM, HAIpaBIsieM, MpeaiaraéM) Wil OT TPEThEro JIMNa
€AMHCTBCHHOTO 4YHCha («IOPEANpPUATHE HE BO3PAXKAET...», «UHCTHTYT CUHTAET
BO3MOKHBIM. ..»);

B JICTIOBBIX MUCbMax, O(OPMIICHHBIX HAa JOJDKHOCTHBIX OJaHKax, - OT MEPBOTrO
JMLA €AMHCTBEHHOTO YMCIIA (KITPOLLY...», «IPEAIATrako...» ),

B JOKIAQIHBIX M CIY>KEOHBIX 3alKACKaX, 3asABICHHUAX - OT TNEPBOro JiMLA
€AMHCTBEHHOTO YMCa (IPOIIY...», «CUATAI0 HEOOXOIUMBIM...» ),

B JOKYMCHTAaX, VCTAaHABIMBAOIIMX (QYHKIMH (00sI3aHHOCTH), TMpaBa U
OTBETCTBEHHOCTh  CTPYKTYPHBIX  TMOAPA3ACICHU,  paOOTHUKOB  (TOJIOKECHHE,
WHCTPYKUHUS), @ TAKXKE COACPKAIIMX ONMUCAHWE CUTyaluuH, aHaiu3 (PAaKTOB W BBIBOJBI
(aKT, cmpaBKa), WCHONB3yeTCs QopMa M3NOKEHHS TEKCTa OT TPETBErO JMLA
€MHCTBCHHOTO WJIM MHOKECTBEHHOTO 4YHCHA («OTAEH OCYIIECTBISET (PYHKLHU...»,
«KOMUCCHS TTPOBEJIA MPOBEPKY...»).

[Ipn DMOArOTOBKE TEKCTA JOKYMEHTA CIEAYET COOMIONATh MPAaBWIIA HAMKCAHUS
opULIAATEHBIX HAUMEHOBAHUH, YACIIUTEIBHBIX U €IMHHILL U3MEPEHUSL.

B Tekctax [MOKyMEHTOB YHOTPEOSAIOTCS OOWENPUHATHIE a0OpeBUATYphl W
rpauyecKue COKpamicHHsI.

[Tpn yka3anuu B TeKCTE (haMUIMK JTMIA HHALAAIBI CTaBATCS MOCe (paMHTan.

B nenoBbix (Clty>k€OHBIX ) MUCbMAX MCIOJIB3YIOTCS: BCTYIUTENIBHOE O0palicHUE:

YBaxkaemblil rocniouH [Ipencenarens!

YBaxkaemblil ToCouH MunucTp!

YBaxkaeMblii rocrioanH MIBaHOB!

YBaxkaemas rocnoxxa [ lerposal!

YBaxxaembiii MUBan [letpoBuy!

YBaxxaemas Anna Huxosraena!

YBaxkaeMble rocnona!

3aKJIIOUATENBHAS STUKETHASA (ppa3a: «C yBaOKEHUEM, ...».

HammeHoBaHuWe AODKHOCTH B OOpAlllCHWM MULIETCS C MPONUCHOW OYKBBI, B
oOpateHuu no GpaMuIne HHULUANBI JIALIA HE YKA3bIBAKOTCS.

4.41. OTMeTKa O MPUJIOKEHUM COIAEPKUT CBEICHHUS O JOKYMEHTE (JOKYMEHTaX),
OPWJIAracMOM K CONPOBOAMTEIBHOMY IMHUCHbMY, WHOMY HH(POPMALMOHHO-CIIPABOYHOMY
JOKYMEHTY, UM O TOM, YTO JOKYMEHT SIBJISIETCS MPUIIOKEHUEM K OCHOBHOMY JOKYMEHTY
(HOPMAaTHBHOMY, PaCOPSAATEIBHOMY MK HHOMY ).

B conpoBOAMTENBHBIX MHCbMax H  JIPYrHX MHQOPMANMOHHO-CIPABOYHBIX
JOKYMEHTaX OTMETKA O MPHUJIOKEHUH O(POPMIIACTCS MO TEKCTOM OT TPAHMLBI JIEBOTO
MOJISI CAIEYFOIIMM 00Pa3oM:

€CJIA TPUJIO’KEHUE HA3BAHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B 1 3K3.

€CJIA TPUJIO’KEHUE HE HA3BAHO B TEKCTE WJIM €CJIA TPUIIOKEHUH HECKOJIBKO:
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[Ipunoxenue:

1. TlonoskeHne 00 YnpapneHUN PErMOHAIBHOTO KPEAUTOBaHUS Ha 5 JI. B 1 3K3.

2. CnpaBka 0 KaApPOBOM COCTaBE YMPABICHUS PETHOHATBHOTO KPEIATOBAHUS HA 2
1. B 1 3K3.

€CJIM MPUJIOKEHUE (TPUITOKEHUS ) COPOLIIFOPOBAHO(BI):
[Tpunoxxenue: B 2 3K3.
[Tpunoxenue: otyer 0 HUP B 2 3k3.

€CIIM  JIOKYMEHT, SBJSIFOLIMACA  MPUIOKEHUEM, HWMEET MPUJIOKEHUS €
CaMOCTOSITENILHON HyMepaLyeil CTpaHuLL:

[TpunoskeHre: OrOBOP BO3ME3THOTO OKazaHus yciuyr oT 05.09.2017 Ne 32-17/72 u
MPUJIOJKEHUS K HEMY, BCErO Ha 7 J1.

€CIIM TMCHhbMO HAMPABJISETCS HECKOJIBKHM aJpecaraM, a JOKYMCHT-IIPHIOKEHUC
TOJIBKO IEPBOMY aApecary:
[Tpunoxxenue: Ha 3 J1. B 1 3K3. TOJIBKO B MIEPBBIA aJIPEC.

€CJIM  MPUJIOKEHUEM  SBJISIOTCS JOKYMEHTBI, 3alMCaHHble Ha (PU3NUECKU
000COOJICHHBIH 3IEKTPOHHBIA HOCHTENb:
[Tpunoxenue: DVD-R B 1 3k3.

[Ipn »TOoM Ha BKJIAAbIIE (KOHBEPTE), B KOTOPBIA MOMEIIAETCS HOCUTEIND,
YKa3bIBAOTCS HAaMMEHOBAHMs TOKYMEHTOB, 3allMCAHHBIX HA HOCUTENb, UMEHA (DaiinoB,
00beM B OaiiTax.

B pacnopsauTenbHbIX JOKYMEHTax (MpUKa3ax, PACHOPSHKEHUSX), OOTOBOpax,
NOJIO’KCHUSX, TPABHIIAX, MHCTPYKIUAX W APYTHX JTOKYMEHTAX OTMETKA O MPUIOKCHHUU
oopMIISIETCS CIEAYIOIUM 00pa30M:

B TEKCT€ JOKYMEHTAa MNpH NEPBOM YIOMUHAHWKA JOKYMEHTA-NPUIIOXKEHHS B
CKOOKaX yKa3bIBACTCH: ...(MPUTIOXKEHUE) WM ... (MpritoskeHue 1), (mpunokenue Nel);

HA MEPBOM JIUCTE JOKYMEHTA-MTPUIIOKECHHS B TPABOM BEPXHEM YTIJY YKa3bIBACTCS:

[Tpunoxenue Ne 2 k npukazy ®bY «HanmenoBanue opranuszanumn» ot 15.08.2017
Nel12

Ecnmm npunoskeHHeM K pacnopsAMTEIbHOMY JOKYMEHTY SIBIISIETCS JIOKAJIbHBIN
HOPMATUBHBIA aKT WM WHOW JOKYMEHT, YTBEP)KIAEMBIA NAHHBIM PaCIOPSANTEIBHBIM
JOKYMEHTOM, Ha MEPBOM JIUCTE MPHUIIONKEHUS MPOCTABIISACTCS OTMETKA O MPUIOKCHHUU
(0e3 CChUTKM Ha PacHOpSAMTENbHBIA JOKYMEHT) W TPU( YTBEPKICHUS, B KOTOPOM
YVKa3bIBAKOTCA  JAHHBIE  PACHOPSAMTEIBHOTO  JOKYMEHTA, KOTOPBIM  YTBEPXKACH
JOKYMEHT-TIpuioxeHne. Hampumep:

[Tpunosxenue Ne 1
YTBEPXIEHO
npukazom ObY
«HanmenoBanue

OpraHu3aIm»
ot 18.09.2017 Ne67
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4.42. T'pud cornacoBaHusi MPOCTABJISETCS HA TOKYMEHTE B CJIy4ac €ro BHEIIHETO
COMIacoBaHusl  (COMIACOBAHWME C OpPraHaMH BJIACTH, WHBIMA  OPraHUu3alusIMHU,
JOJ>KHOCTHBIMU JIMLIAMU ).

I'pud cormacoBanust B 3aBUCMMOCTM OT BHJAA AOKYMEHTAa W OCOOEHHOCTEH €ro
0(pOpMJIEHUS MOKET MPOCTABISATHCS:

HA TEPBOM JIMCTE AOKYMEHTA (€CJIM JOKYMEHT HMMEET TUTYJbHBIA JIMCT, - Ha
TUTYJBHOM JIUCTE) B JIEBOM BEPXHEM YIJy HAa YPOBHE rpuda YTBEPKICHUS WU TMOJ
HAUMEHOBAHUEM JOKYMEHTA ONWKe K HIPKHEMY TOJTHO),

HA NOCJIEHEM JINCTE TOKYMEHTA MO TEKCTOM,

HA JINCTE COTJIACOBAHUS, SBJIAIOIIEMCS HEOTHEMIIEMOM YaCTHIO TOKYMEHTA.

I'pud cormacoBanus coctout u3 ciioBa «COINIACOBAHOY, nomkHOCTH uiia, ¢
KOTOPBIM ~ COIJIACOBAaH JOKYMEHT (BKJIKOYAs HAUMEHOBAHWE OPraHu3alliv), €ro
COOCTBEHHOPYYHOM MOANMKACH, THULIMATIOB, (JaMUJIMK, 1aThl cornacoBanus. Hanpumep:

COI'JTACOBAHO TI'enepanbhbiii nupekrop OBY «HanmenoBanue opranusanum

Iloonuce N.O. ®amunus Jlata

Ecnu cormacoBaHue OCYIIECTBISIETCS KOJUIETHAJIBHBIM, COBELIATEIIBHBIM  WJIA
WHBIM OpraHoM, B TpH(e COrJacOBaHMs YKA3bIBAKOTCA CBEACHHUS 00 Oprase,
COMIACOBABLIEM JOKYMEHT, JaT€ W HOMEPE MNPOTOKOJNA, B KOTOPOM 3a()MKCHPOBAHO
PELICHHE O COracoBaHUM. Eciu cornacoBaHue OCYLIECTBISAETCS TUCHbMOM, YKa3bIBAKOTCS
BHJI IOKYMEHTA, HAMMEHOBAHUE OPraHU3allH, COTJIACOBABIICH JOKYMEHT, 1aTa U HOMEP
MMCHMA.

Hanpumep:

COI''TACOBAHO Hayuno-texnnueckum coBetoM ObY «HaumenoBanue
OpraHu3anym» (MpoTOKOJ OT Ne )

COI''TACOBAHO nmucemom OBY «HanmeHnoBanue opranuzanum» ot No

4.43. BHyTpeHHEE COrjacoBaHUE JOKyMeHTa odopmiseTcs Bu3od. Busa
BBIPDOKACT MHEHUE JIMLA, BU3UPYIOLIETO NPOEKT AOKYMEHTA, M BKIIFOYAET: TOJDKHOCTH
JWIa, BU3UPYIOLIETO JOKYMEHT, MOANKCH, pPaciiu@poBKY NTOANWCH (MHHULIMAIIBL,
(amunro) 1 1aty BU3MpoBaHus. Hanpumep:

PykoBomurens ropuanueckoro otaena [/oonuce U.O. @amunus Jlara

[Tpy Hanuumu 3aMeYaHKid K JOKYMEHTY BU3y O(OPMIISIOT CIEAYIOMIMM 00pa3oM:

3amMeYaHusl PUAIAraroOTCs.

PykoBoauTENb FOPUAMYECKOTO OTAEIA

[loonuce N1.0. ®amuins

Jlara

B 1OKyMeHTax, MNOJJIMHHUKA KOTOPBIX XPaHATCA B OpPraHW3alud, BU3bI
IPOCTABJIAIOT HA MOCIEAHEM JINCTE TOKYMEHTA MO MOAMKUCHI0, HA 000POTE MOCIETHETO
JUCTa TO/UIMHHUKA JOKyMEHTAa WJIA HAa JIACTE COTJIaCOBaHWS (BH3UPOBaHU),
MPUJIAra€MOM K JOKYMEHTY.

B ucxomsmmx AOKYMEHTAaX BU3bI MPOCTABIIAIOTCA HA JK3EMIUIAPAX JTOKYMEHTOB,
MOMEIIAEMBIX B JEIIO.

444, Tloanuch BKJIKOYACT. HAUMECHOBAHWE AOJDKHOCTH JIWIA, ITOAMMCHIBAKOIICTO
JOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOANUCH, THULMAIBL, (hamunnro. Hampumep:

I'enepanbHbIi AUPEKTOP [loonuco N.0O. Gamunus

Ecnu  nmokymeHnT odopmiieH HE Ha OJIaHKE, B HAWMEHOBAHHUE JOJKHOCTH
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BKJIFOYAETCS HAMMEHOBAHUE Opranu3auny. Hampumep:

['enepanbHbIi AUPEKTOP

ObY «HanmeHnoBanue

OpraHU3aLuN»» [loonuco N.0O. Gamunus

[Tpn odopmiieHNHn TOKYMEHTA HA OJIaHKE JOJKHOCTHOIO JULA AOKHOCTH 3TOrO
JIMIA B IOANIACH HE YKA3BIBACTCS.

[loonuce N.0O. Gamunus

[Ipp nDoamucaHWM  JOKYMEHTA  HECKOJIBKMMM  JOJDKHOCTHBIMM  JIMLAMH,
3aHUMAIOIIMMHU PA3HOE MOJOKEHUE, WX TMOANKCH PACIIONAraroTCs OJHA IMOJ APYIroW B
MOCJIEIOBATEIBHOCTH, COOTBETCTBYIOLICH CTATyCy NOJLKHOCTU. Hanpumep:

I'enepanbHbIi AUPEKTOP Iloonuce HN.0O. Gamunus

['maBHbIi Oyxranrep Iloonuce N.0O. Gamunus

[Ipy moanucaHuy NOKYMEHTA HECKOJIBKAMM JIMLAMHW PAaBHBIX JTOJDKHOCTEM HMX
MOJAINMKCH PACIONIArarTCst Ha OAHOM ypoBHE. Hampumep:

3aMECTUTENb TUPEKTOPA 3amMeCTUTENb TUPEKTOPA
1o (JUHAHCOBBIM BOITPOCaM N0 AAMUHUCTPATUBHBIM BONIPOCaM
[loonuce N1.0. ®amuns [loonuce Y1.0. ®amunus

B nmokyMeHTax, MOATOTOBJACHHBIX KOMHCCHEH, B TIOJNMUCH YKa3bIBACTCS CTaTyC
JMlIa B COCTaBe Komuccuu. Hanpumep:

HN.O. Gamunus

[Ipeacenarens KOMUCCUU [loonuco

YieHBI KOMUCCUH THoonuce N.O. damunus
THoonuce HN.O. Gamunus

[Tpn moanMCcaHuy JOKYMEHTA JIMLIOM, UCITOJHSIOMNM O00S3aHHOCTH PYKOBOIUTENS,
NOANUCHh O(OPMIISIETCS € YKa3aHMEM CTaryca JOJDKHOCTHOTO JIMIA B COOTBETCTBUM C
NpUKa3oM (pacniopsbkeHueM ). Hanpumep:

H.o. nupekropa [loonuco HN.0. Gamunus
WIIN:

HUcnonustomuii 00s13aHHOCTH

JUPEKTOpa [loonuco H.0O. Gamunus

[Ipy noamucaHvyM AOKYMEHTA JMLOM, MMEHOMIMM MPAaBO MOAIKACHA B ClIyyae
BPEMEHHOI'O OTCYTCTBHUS PYKOBOIMTEINSI, UCIPABIICHUS B HAMMEHOBAHUE JOJDKHOCTH M
pactm(poBky (aMWIMKA TOATOTOBICHHOTO M COIIACOBAHHOIO MPOEKTA JOKYMEHTa
BHOCATCA OT PYKM WM C MCHOJIB30BAHUEM COOTBETCTBYIOIIMX wTamnosB. He
JIOIYCKAETCS CTABUTh KOCYIO YEPTY, HAANMUCH «3a» IMEPE] HAMMEHOBAHUEM JOJDKHOCTH
JMLA B IOATIACH, €CITM JOKYMEHT MOANMCHIBACT MHOE AOJKHOCTHOE JIULIO.

4.45. OrMeTrka 00 3JIEKTPOHHOH MOAMWCH WCHOJB3YETCS Ui BU3yaIM3aLUA
ANIEKTPOHHOW MOANKMCH  TOJMYy4YaTesieM JOKYMEHTa TOpH  OOMEHE 3JIEKTPOHHBIMHU
JOKYMEHTaMH, TOANHCAHHBIMA  YCWICHHOH  KBaIM(ULMPOBAHHOW  BJICKTPOHHOMN
MOANHKCHIO.

B cootrBercTBUM € 3akOHOJATENBCTBOM Poccuiickoii denepanuu oTMeTKa 00
ANEKTPOHHON NMOANUCH (POPMUPYETCS U BU3YyATM3UPYETCS MPOrPAMMHBIMHU CPEACTBAMH.
OtmeTka 00 DSIEKTPOHHOW MOANKMCH BKIOHYaeT (¢pady «JlOKYMEHT MOANMUCAH
ANIEKTPOHHOW TMOANMCHIO», HOMEpP CepTH(HKATA KIHOYa BJICKTPOHHOW TMOJMHUCH,
(amMuIInro, UMs1, OTYECTBO BJIAJIENIbLIA CEpTH(HUKATA, CPOK ACHCTBUS CEPTU(PUKATA KITFOUa
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TEICKOMMYHUKALMOHHONW CETH, 3aBEPSIOTCS JJICKTPOHHOH MOAMUCHI0 PYKOBOAUTEINS
OpPraHM3ali WJIA WHOTO YIOJHOMOYEHHOIO MM JIMIA W BBICBUIAOTCSA MOJIYYaTeNo C
COIMPOBOJUTENIbHBIM MUCHMOM B (DOPME 3NIEKTPOHHOTO JOKYMEHTA.

Komuu »neKTPOHHBIX JOKYMEHTOB Ha (PU3MYeCKdn 000COOJEHHBIX HOCHUTEIISIX
BBICBIIAKOTCS MOIYYaTEI0 ¢ COMPOBOANTENBbHBIM MACHMOM HA OYMaXKHOM HOCHUTEJIE.

B conpoBoauTENBHOM NUCHEME K KOMUAM 3JIEKTPOHHBIX JOKYMEHTOB YKa3bIBACTCS:

HAaUMEHOBAHKE NH(OPMALMOHHON CHCTEMBI, B KOTOPO# XPaHITCS JOKYMEHTHI,

HAUMEHOBAHUS JOKYMEHTOB, KOTTMHA KOTOPBIX HAMPABIISIOTCS Oy YaTENHO,

Ha3BaHus (PaiIoB TOKYMEHTOB C yKa3aHueM (popmaroB (paiinoB u 00beMa KaKI0TO
(aiina B Gaiitax;

JaTa U3rOTOBJICHUS W 3aBEPEHUST KOMUH.

[Ipn sToM Ha (u3nueckn 0OOCOOJEHHOM HOCHUTENE HECMBIBAEMBIM MAapKEPOM
ykasbiBaetcs: «[Ipunoxenue kK mucbMy OT (nara) No ...».

Komust 3/IeKTPOHHOTO JOKYMEHTA, MPEACTABICHHAS B BUAEC JOKYMEHTA Ha
OyMaKHOM HOCHUTEJE, 3aBEPSAETCS B OPSAAKE, YCTAHOBIEHHOM HACTOAIIEH MHCTPYKLIMEH
JUTS 3aBEPEHUS] KOMWI JOKYMEHTOB Ha OyMaKHOM HOCHTENE, C YKa3aHWEM, B KaKOH
WH(OPMALMOHHON CUCTEME XPAHUTCS 3JIEKTPOHHBIN TOKYMEHT.

4.49.0T™MeTKa O TOCTYIUICHUM JOKYMEHTA CIOY>KUT A MOATBEP)KICHUS (haKTa
NOCTYIUICHUS TOKYMEHTA B OPTaHU3ALMI0 W BKJIKOYACT JATy MOCTYIUJIEHHUS W BXOISIIANA
PETUCTPALMOHHBIA HOMEDP NOKyMEHTA. [Ipn HEOOXOIMMOCTH OTMETKA O MOCTYIUICHUH
MO>KET JONOJIHATHCS YKA3aHUEM BPEMEHH MOCTYIUICHHS TOKYMEHTA B YacaxX U MUHYTaX U
cnoco0a A0CTaBKU JOKYMEHTA.

OTMeTKa O TOCTYTUIEHUHM TOKYMEHTA MO>KET MPOCTABIIATHCS € MOMOLIBIO [ITAMIIA.

4.50.Pe3omonnst O/DKHA COACPXAaTh YKa3aHWE IO MCIOJHCHUIO JTOKYMEHTA.
Pezonronust opopmiisieTcst Ha CBOOOTHOM MECTE pabOyero mojs JOKyMEHTa, Ha OJIaHKE
PE30JIOLMM  WJIM  BHOCHUTCSL  HEMOCPEACTBEHHO B CHCTEMY  BJIEKTPOHHOI'O
JIOKYMEHTO000pOTA.

Pesomtonuss  gomkHA — BKIKOYATh: (QAMWIAKO,  MHALMAIBL  WCHOJHUTEIS
(MCHIOJTHUTENEH), MOPYYEHUE MO JOKYMEHTY (KOHKPETHOE 3aJaHUE MO HCIOTHEHUIO
JOKyMEHTa Wi (POPMYJIMPOBKA LIEIN PACCMOTPEHUS IOKYMEHTA), TPU HEOOXOIUMOCTH -
CPOK MCHOJTHEHUS, TOANKCH JINLA, BEIHECIIETO PE3OIOLMIO, AATY PE30THOLMIH;

®amunus U.O., Gamummsa K. O.

[Tpomry moAroTOBUTE MPEUIOKEHHS

k 10.11.2017 [loonuco

Jlara

CpOK UCIOTHEHUS IOPYUYECHHUSI HE TOJDKEH YKA3bIBATHCS, €CJIM OH HA3BaH B TEKCTE
NOCTYNUBLIETO JOKYMEHTA U PYKOBOJIUTENb HE CUMTAET HEOOXOIUMBIM U3MEHHUTH €TI0 B
CTOPOHY COKPALICHHUS WM SIBJISIETCS TUNOBBIM JJIsi JAHHOTO BUAA TOKYMEHTA.

[Ipn yKka3aHMM  HECKOJIBKMX  MUCHOJHUTENEH  (amMuidsg  OTBETCTBEHHOI'O
VCTIOJTHUTEIS YKA3bIBAETCS NEPBOM, MOTYEPKABACTCS UM 0003HAYAETCS CIIOBOM «OTB.)»
(«OTBETCTBEHHBIN ).

4.51.0TmMeTKAa O KOHTPOJIE CBUACTEIBCTBYET O IIOCTAHOBKE JOKYMEHTA Ha
KOHTPOJIb, TPOCTABNAETCS ITAaMNOM «KOHTPOJIb» HA BEPXHEM NOJIE JOKYMEHTA.

4.52. OTMeTKa O HalpaBlICHUM JOKYMEHTA B ACIO ONMPEACISIET MECTO XPAHEHUS
JOKYMEHTA MOCJE 3aBEPIICHUsT PadOThl C HAM W BKIIOYAET: cloBa «B nmeno», mHaekc
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Jiea MO HOMCHKJIAType €], B KOTOPOE NOMEIIACTCS TOKYMCHT HAa XPAaHCHHE, C
YKa3aHUEM T0J1a, TOJDKHOCTH JiMIA, 0()OPMHUBIIETO OTMETKY, OAMKUCH, TATHI.

Hanpumep:

B neno Ne 01-18 32 2017 .

3aB. OTACIIOM KOPIIOPATUBHBIX MTPOEKTOB

Iloonucws Jlata

4.53.01MeTKA O HAMPABJICHUU JTOKYMEHTA B JIEJI0 MOXKET JOMOIHATHCS KPATKUMU
CBCJICHHUSIMU O XaPAKTEPE UCIIOTHEHUS TOKYMEHTA.

5. IToaroroBkKa n 0(popMIICHHE OTACIBHBIX BHAOB 10KYMCHTOB

5.1. JlokayibHble HOpMATHBHBIE aKkThl (manee - JIHA) opranusanuu u3garoTcs B
BHJIE MTPABWJI, MOJOXKEHWH, MHCTPYKLMI, PEMIAMEHTOB, NMEPEUHEN, KITACCU(PUKATOPOB U
JIPYTUX BUJOB JOKYMEHTOB.

JIHA  npuoOperaroT  HOPUAMYECKYO  CWIYy  TOCIE WX  YTBEPXKACHUS
pPacCTOPSIIUTENBHBIM JOKYMEHTOM (IIPUKA30M) WJIM HEMOCPEACTBEHHO PYKOBOJIMTEIIEM
OpPraHU3alMX UHBIM YIIOTHOMOYEHHBIM UM JIMLIOM.

PykoBoguTenu CTPyKTYPHBIX MMOAPA3ACIICHAN HE BlipaBe u3aasars JIHA.

5.2. JIHA moryT OBITS:

NOCTOSTHHO ACHCTBYIOIMMU (0€3 OrpaHUYCHHUS CPOKA UX MPUMEHEHMS ),

BPEMECHHBIMU (JICHCTBYIOIIMMH B TE€YEHHME YKA3aHHOIO B HUX CpPOKa WK 10
HACTYIUICHUSI ONTPEACIICHHOTO COOBITHS).

5.3. OcHoBanueM juis uznanus JIHA aenstores:

3aKOHOJATENBHBIE U MHBIE HOPMATUBHBIE TTPABOBLIC aKThl Poccuiickoil denepanum
(yka3zel u pacnopsbkenus [lpesmaenta Poccuiickoit denepaiviv, MOCTAHOBJICHUS W
pacniopsbkenust [IpaButensctBa Poccuiickoii denepanyn, akTbl QeaepabHbIX OPraHOB
UCTIOJTHUTEIIBHOM BIIACTH ),

3aKOHOJATENbHBIE aKThl cyObekTa Poccumiickoli ®enepanuu, HOPMATHUBHBIC
IPABOBBIE aKThI OPraHOB FOCYAAPCTBEHHOM BNacTH cyObekTa Poccuiickoil deaepanuuy;

paHee u3laHHbIe B opranu3anuu JJHA w/uim pacnopsanTenbHble TOKYMEHTHI.

5.4. JIHA u3parorcs B LEnsX:

YCTAHOBJICHHsI HOPM, TPEOOBaHMIA, MPABUJI B OTHOIIEHUH MPEAMETA HOPMATUBHOTO
PETYIIMPOBAHUSI, PAHEE HE SABJSABILIEMCS MMPEAMETOM PETYIMPOBAHMS B OPraHU3aluu;

WU3MEHEHUS CYIIECTBYIOIIMX HOPM, TPpeOOBAaHWMA, MPaBHJI, YCTAHOBJICHHBIX PaHEe
M3/IaHHBIMM HOPMATUBHBIMH TOKYMEHTAMU,

OTMEHBI paHee YCTAaHOBIEHHBIX HOPM, TPEOOBAHMIA, MPaBUIL.

5.5. Tlpennoxxkenne o pazpabotke npoekra JIHA BHOCUTCS PYKOBOJIUTENEM
CTPYKTYPHOT'O MOJAPA3ACIICHNS WIIM UHBIM JTOJKHOCTHBIM JIMLIOM.

5.6. JIHA pa3pabarbIBacTCs B Clyvae, €Ciu:

UMEETCS  y4acTOK paboThl  (BOMPOCH  JEATENBHOCTH), HYXIAIIUANACA B
HOPMAaTHBHOM PETYJIMPOBAHUM;

TpeOyeTCsl BHECEHUE 3HAUMTENBHOTO KOJTMYECTBA U3MEHEHUI B PAHEE MPUHATHIN
JIHA;

BBISIBIIECHO HECKONBKO JIHA, perynupyrommx CMEKHBIE BOIPOCHL, KOTOPBIE
LEJIECO00Pa3HO OOBEAUHUTE B OWH JTOKYMEHT.
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Axryamuzaums panee npuHATbIX JIHA ocCyliecTBiseTcs 4epe3 BHECEHME B HMX
N3MECHEHUH.

5.7. Ilpemnoxenne ¢ 000CHOBAaHMEM HEOOXOIMMOCTH pa3paboTku HoBoro JIHA
MPEACTABISIETCS  PYKOBOAMTENEM  CTPYKTYPHOIO — MOAPA3ACIICHHS WM UHBIM
YIIOJTHOMOYEHHBIM  JOJDKHOCTHBIM JIMIOM PYKOBOAMTEI OpraHu3aumu B (opme
JOKJIaJHOH (CITy>KE€OHOM ) 3aMMUCKH, B KOTOPO#l M31aracres:;

BOMPOC, TPEOYIOIMI PEIEHMS, C M3JTOKEHUEM OCHOBHBIX HAMPABIEHUH, ClIOCOO0B
€ro PEILICHNUS,

MPOTHO3 NOCJIEACTBUANA MPUHATHS HOPMATUBHOTO JTOKYMEHTA,

OpPraHU3ALMOHHBIC, KaapOBbIe, (DMHAHCOBBIE, MATEPUAIBHO-TEXHUYECKHE U MHBIE
MEPONPUATHS, KOTOPBIE HEOOXOAUMO OyIeT MPOBECTH B CBA3M C NPUHATHEM
HOPMAaTHBHOT'O JTOKYMEHTA,

nepedyeHp panee u3naHHbix JIHA, moanmexammx OTMEHE B CBA3M C M3JAHUEM
HOBOI'O HOPMATHUBHOTO TOKYMEHTA,

npeiaracMelid CpoK 1Sl pa3pabOTKH MPOEKTa HOPMATUBHOTO TOKYMEHTA.

5.8. JIHA yTBep:KmaeTcs MNPUKA30M PYKOBOIUTENS, €CIM OJHOBPEMEHHO C
YTBEPKACHHEM  HOPMATMBHOTO  JOKYMEHTa  HEOOXOOUMO  MPHHITH  MEpPHI
OPraHM3alMOHHOr0, (PUHAHCOBOTO, TEXHUUYECKOTO, KaJAPOBOrO WJIM MHOTO XapakTepa U
JATh COOTBETCTBYIOIIME MOPYUYEHUST PYKOBOJUTENSAM CTPYKTYPHBIX MOAPA3ACTICHUN WK
WHBIM paOOTHUKAM OpPraHM3alMK, & TAKXKE €CIIM HEOOXOAMMO BHECTH M3MEHEHUS WIIA
NPU3HATH YTPATUBIIMMHU CHIIy PaHee yTBEpKACHHbIE JIHA.

5.9. W3amenenus B JIHA u otmena JIHA odopmiasitoTcst TprKa3oM PyKOBOJIUTENS
OpraHM3alii WIA WHOIO JOJDKHOCTHOIO —JIMIa, NPUHMMABIIErO pEUICHHE 00
yrBepkaeHnn JIHA.

HUsmenenns B JIHA wu ormena JIHA, yTBEpKACHHBIE HEMOCPEICTBEHHO
COOCTBEHHOPYYHOH  MOAMHMCHED  PYKOBOAWTENS ~ OpPraHu3alMd  WIA ~ WHOTIO
YIIOJTHOMOYEHHOTO UM JOJKHOCTHOTO JIMIA B TPU(E YTBEPHKACHHUS, BHOCATCS TPUKA30M,
M3/1aBACMBbIM  PYKOBOAMTENIEM OPraHM3allii WA WHBIM  YIIOJIHOMOYEHHBIM KM
JOJDKHOCTHBIM JIULIOM.

5.10. B Tekcre mnpukaza 00 YTBEpXKACHWW, H3MEHEHMM win oTMeHe JIHA
UCTIONIB3YIOTCS (POPMYJTUPOBKHU:

npu yTBEpKaeHUN HoBoro JIHA: «YtBepauth (HazBanue JIHA)» nnu « YTBEpAUTH
(nazBanue JIHA) u BBecTH B neiicTBue ¢ (nara)». Hampumep:

1. YTBepauts [1omo)keHUe O JTIOKAIBHBIX HOPMATUBHBIX AKTaX OPraHu3alyu, Wilu:

1. YtBepaute IllrarHoe opranuszauuu Ha 2018 rox u BBECTH €ro B AcicTBue ¢ 1
sHBaps 2018 r. (mpunoxeHue).

IIPU BHECEHUU M3MEHEHUI B paHee yTBepkacHHbIA JIHA: « BHECTH M3MEHEHHUs B
(nazBanue JIHA). Hanpumep:

1. Brectn cnenyromme wmsmeHenuss B IllrarHoe pacnucanuwe Ha 2018 rog,
yTBepkAcHHOE npukazoM ObY «HamMeHnoBanue opranmsammm» ot 25 nekadps 2017 .
No 345: ..

npu OTMeHe paHee yTeepkacHHOro JIHA: «lIpu3Hare yTpaTUBIIMM CHUITY
(nazBanue JIHA), yrBepxkaeHHoe ...». Hanpumep:

4. IlpusHare yrpatuBmvM cuiy [lonokeHue 0 HECHOPMHPOBAHHOM padodeM JHE,
yTBepkacHHOE npukazoM ObY «HammenoBanue opranuzanumn» ot 15 ¢espans 2015 r.
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No 22.

5.11. OcHoBHbIMU pekBuzuTaMu JIHA ABIAOTCA: HAMMEHOBAHWE OPraHU3ALMM,
HAaMMEHOBAHME BHJIA JOKYMEHTA U 3ar0JIOBOK K TEKCTY,

COCTaBJISIFOIIME OHO LENIOE, TPUQ YTBEPKACHUS, MECTO U3TAHUS

JIOKYMEHTA.

Ecim npoekt JIHA. sBisercs MHOTOCTPAaHMYHBIM H K HEMY oOdopmisercs
TUTYJIBHBIN JIUCT, YKA3aHHBIC BBILIE PEKBU3UTHI PA3MEILAKOTCS HA TUTYJIBHOM JIMCTE.

5.12. Mudopmanms cnpaBoYHOro xapakrepa (rpaduku, cxembl, TaOIUIbl, (OPMBI
JOKYMEHTOB) oopMmIIsieTcs B BUIE puitoskeHuit k JIHA.

Ha npunoxenusx k JIHA odopmisieTcs peKBH3UT «OTMETKA O MPUIOKEHUH» B
COOTBETCTBHMH C HACTOSIIEH HHCTPYKIIUEH.

5.13. JIHA BcTymaer B CWIIy B CPOK, YKAa3aHHBIM B IPUKA3€, KOTOPBIM YTBEPKACH
JIHA, wim ¢ natel yreepaxacaus JIHA.

5.14. PacnopsaurenbHble JOKYMEHTHI OpPraHU3alii U31arTcsd B (pOpMe MPUKA30B
U pacnopsbkeHuid. Pexomenayembie oOpasibl OQPOPMIICHHS NPHUKAa3a M PACHOPSIKCHHS
(mpunoxenust N 2, 3).

[Tprkasbl U3AAOTCS B LENAX 0(POPMIIEHUS PELICHAN:

HOPMAaTUBHOTIO XapakTepa (€ciu nmpuka3oM yreepxkaaetcs JIHA wiam npuHuMaeTcs
pPELICHUE OPraHU3alMOHHOTO XapaKTepa, HanpuMep, NOpUKa3 00 YTBEPXKACHHUU
CTPYKTYPHBI U IITATHOM YMCIICHHOCTH OPraHU3alny ),

OPraHU3alMOHHOr0, aMUHUCTPATUBHOIO, B TOM YHUCJIE OMEPATUBHOIO Xapakrepa
0 BOMPOCaM OCHOBHOM JEATEIBHOCTA OPraHU3alyH.

5.15. TIpoekTsl TPHUKA30B MO OCHOBHON MAEATENIBHOCTA TOTOBAT CTPYKTYPHBIE
NOAPAa3AC/ICHUsT OPraHu3alMd HAa OCHOBAHWMM TMOPYYECHHHA PYKOBOACTBA JHOO B
MHULAATUBHOM MOpsAKe. OTBETCTBEHHOCTh 3a KAYECTBEHHYH) IOATOTOBKY IPOEKTA
NPHUKa3a, COIJIACOBAHWE W TMPABWIBHOE O(POPMIICHHE TIPOCKTAa HECET PYKOBOIUTEID
CTPYKTYPHOI'O NOAPA3AEIEHUSA, KOTOPBIA FOTOBUT MPOEKT MPUKA3a U MPEACTABISAET €ro
Ha TOJITHCH.

5.16. KoHTpone 3a MpPaBWIBHOCTBIO  O(QOPMIIEHMS TMPOEKTOB  MPUKA30B
ocyuiecteaseT OTaen KaApoBOi U MPaBOBOi pabOThl OpraHu3aluy.

5.17. 1lpuka3el, W3JaBacMbIE B OPraHM3alMd, HE JOJDKHBI TPOTUBOPEYMTH
3akoHomarenscTBy Poccmiickoin  denepanuu, YceraBy OpraHu3alyi, JIOKAIBHBIM
HOPMATHBHBIM aKTaM OPraHU3alM U PAHEE U3JAHHBIM IIPAKA3aM OPraHu3aluu.

5.18. Tlpukasel M0 OCHOBHOM AEATEIBHOCTU U3IAKOTCS:

BO UCIOJIHEHHE HOPMATUBHBIX IPABOBBIX AKTOB OPraHOB I'OCYIapPCTBEHHOM BIIACTH
Y BBILIECTOSAILMX OPraHU3aLuit;

B LENAX OCYIUECTBIICHUS YIIPABICHYECKOW JEIATEIIbHOCTH, BBITEKAKOLICH U3
(YHKIMIA 1 33124 OpraHu3aluu.

5.19. Ilpukasel 1O OCHOBHOM JEATETBHOCTH COCTABISAKOTCS HA  OCHOBE
TUIATETHOTO W BCECTOPOHHETO M3YUYEHUsl BOMPOCOB, TPEOYIOIMX Pa3peIleHUs, YTOOBI
coIepKalMecss B TpUKa3ax TMOPYYeHHs] ObUIM KOHKPETHBIMH, OOECIEYHBATIUCH
JOCTAaTOYHBIMA ~ MaTCPUATBHO-TEXHUYECKUMU W (PMHAHCOBBIMU CPEACTBAMH M B
JAJIbHEHIIEM HCKITFOYaI HEOOXOIMMOCTh KOPPEKTHPOBKU MPUHATHIX PEIICHUI B CBS3U
C HEMOJTHOTON MM HEAOPAOOTKON MPEABIYIIETO MPUKA3a.

5.20. Ilpuka3pl  opranm3anyu  OQOpPMIIIIOTCS Ha  ONaHKe  MpHKaza C
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MCIOJIb30BAHUEM CJIEAYIOUIMX PEKBU3UTOB. Aara JOKYMEHTA, PETUCTPALMOHHBIA HOMED
JOKYMEHTA, 3aroJIOBOK K TEKCTy, TEKCT, MOANUCH. JlaTa W pEerucTpalioHHbIA HOMEP
NPHUKAa3a TPOCTABJISIFOTCS MOCIE MOANMUCAHUS TPUKA3a PYKOBOJUTENEM OPraHu3aliu.

5.21. 3aronoBOK K NMpUKAa3y MEYaTacTCs 4epe3 OJAUH MEKCTPOUHBIA UHTEPBAI MO
PEKBU3ATAMHU OJaHKa CJIEBA OT TPaHULBI JEBOro mojis. Todyka B KOHLE 3arojOBKa HE
CTaBUTCS. 3aroJIOBOK K MpuKazy (GpopMynHpyercs ¢ MPeaaoroMm «o» («o00»), KpaTko u
TOYHO OTPaXKask COJAEPKaHUE TEKCTa MpuKasza. Hanpumep:

OO0 ytBep)kacHA MHCTPYKIAK N0 IETOMPOU3BOJCTBY,

O nopsiake GUHAHCHPOBAHUSI PEKJIAMHON KaMITaHW U,

O co31aHnM SKCNEPTHON KOMUACCHH.

5.22. TekcT mpHKa3za COCTOMT W3 ABYX 4YacTeil: 00OCHOBaHuUs (mpeaMOyJibl) W
pacnopsauTenbHON yacTH. B 000CHOBaHMH yKa3bIBACTCS OCHOBAHUE, MPUYMHA WK LIETb
u3anus JoKkymenTa. Hampumep:

B cootBercTBHM ¢ mpukazoM MUHUCTEPCTBA CBA3H U MACCOBBIX KOMMYHUKALMH OT
25 nexabps 2014 r. Ne 1494 «OO0 yrtBepxkacHun I[lpaBun oOMeHa HOKYMEHTaAMH B
AJIEKTPOHHOM BH/JIE MPU OPraHU3alMKA WH()OPMALMOHHOTO B3aUMOJACHCTBUS ...

B nemsax opranuszanmm W NpoOBEACHHS PAOOTHI MO DKCHEPTH3E LEHHOCTH
JOKYMEHTOB, 0OPa3yIIIMXCs B ACATEIBHOCTH OPraHu3aniu, U 0TO0py UX AJIs Mepeaaun
HA XPaHCHHUE B apXWUB OPraHU3alii U K YHUUYTOKCHHUIO ..

5.23. PacnopsautenpbHas 4acTh NMPUKA3a HAYMHACTCS CIOBOM «MPHUKa3blBa
10», KOTOPOE MEYaTaeTcsi CTPOYHBIMUA OYKBAaMU BPA3PSIKY.

PacnopsauTenbHas 4acTb MOKET COIEPKATh!

PELICHUS] OPraHM3alMOHHOrO Xapaktepa (yTBEpAuThb, CO34arTh, MPeoOpa3oBarh,
JMKBUAIUPOBATH, IPU3HATH YTPATUBLIMM CUITY);

KOHKPETHBIE MOPYUYCHHsI C YKA3aHUEM MCIOTHUTENS (MCIIOJIHUTENEH ) B CPOKOB MX
BBITIOJTHEHMSI.

5.24. Kaxnoe pemenue (nopydeHue) opopmisieTcss B NMPUKA3e KaK OTIACIIBbHBINA
NYHKT. [IyHKTBI MpHKa3a pacnoJiararoTcsi B JOTMKO-BPEMEHHOH MOCIIECAOBATEIBHOCTH U
HyMepyrorcss  apabckumu  1pamu. Ecnm  mopydyeHme  maeTcss  KOHKPETHOMY
NOIPA3ACIICHUIO, €r0 HAUMMEHOBAHWE IMHINETCS MOJHOCTBIO, B CKOOKAaX YKa3bIBAKOTCS
GamMwiis M WHULMATIBL PYKOBOAWUTENS TOAPA3ACICHUS B MMEHUTEIBHOM MANCKE.
Hanpumep:

..IPUKA3BIBAK:

1. YuebHo-metognueckomy otaeny (Qamuimsa M.0.) k 01.11.2017 noarotoBuTs 1
MPEACTAaBUTh HA YTBEPKIACHUE MJIaH Y4eOHO-METOAMYeCKOM padboThl Ha 2018 roa.

Ecnm nopyuenue aaercs KOHKPETHOMY HCIIOJIHATENIO, €r0 JOJDKHOCTh U (haMuiTust
YKa3bIBarOTCA 0€3 CKOOOK B JaTesIbHOM manexe. Hampumep:

3. TI'nmaBHomy Oyxranrepy (damwius HM.O.) moArOTOBUTH W MPEACTABUTh Ha
PacCMOTPEHUE U YTBEPXKIECHUE CMETY KOMAaHAMPOBOUYHBIX pacxoaos Ha 2018 rox B cpok
1o 30.11.2017.

[TpeanuceiBacMOe AEHCTBIE BBIPAKACTCS TTIAr0JI0M B HEONpeaeieHHoi gopme. He
JOIMYCKAETCSl yHOTPEONSATh HEKOHKPETHBIC BBIPAKCHHS THMA «YCHJIMTH», «YCKOPHUTHY,
«00€eCIeunTh B KpaTyailline CPOKm».

Ecnm ogHOMY MCIIOJIHUATENIO HEOOXOAMMO MOPYYHTh HECKOJIBKO Pa3HBIX 33JaHUi ¢
OJTHUM CPOKOM BBINIOJIHEHUS, OTBETCTBCHHBIA MCIOJHUTEL M CPOK HWCHOJHEHUS
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VKa3bIBAKOTCA OAWH Pa3 B OCHOBHOM ITYHKTE, a MOPYYEHUS BBIACIAIOTCS B OTAEIBHBIE
NMOANYHKTHL. ECNM y mOpy4YeHuid pa3Hble CPOKM MCIIONHEHMS, CPOKH YKA3bIBAKOTCS HE B
OCHOBHOM IYHKTE, a4 B K&KJIOM MOIIYHKTE.

CpoK WCHONHEHMs] JOJDKEH OBITh PEAIbHBIM, COOTBETCTBOBATH OOBEMY
npeanoyiaracMelx  pador. [lpM  yCTaHOBICEHMM CpOKa CIEAYET VYYHATHIBATH BPEMs
JNOBEACHUS TOKYMEHTA 10 KOHKPETHBIX UCTIOJIHUTEIIEH.

CpOK UCTIOJIHEHHUS B MYHKTAX PACMOPSAMTENIBHON YaCTH MPUKA3a HE YKA3bIBACTCS
B ClIy4YasX, €CJM JCHCTBUSA HOCAT PETYIAPHBIA XapakTep W HX BBIIOJHEHUE
MPEANUCHIBACTCA HA BECH MEPUOI ACUCTBUA NpuKasa. KOIW4yecTBO HMCIOJHMUTENEH 110
KOKIOMY MYHKTY (TIOAMYHKTY) HE OrpaHHumBacTCsA. OTBETCTBEHHBIM HWCHOJHUTEID
VKa3bIBACTCS TIEPBBIM.

Ecnu nprka3 OTMEHSET NMOJHOCTBIO WM YaCTUYHO paHee W3JaHHbIE JOKYMEHTHI
N0 TOMY K€ BONPOCY, TO B MNPEANOCICIHEM IMYHKTE MpPUKa3a HEOOXOAMMO HX
[EPEYUCITUTh C YKa3aHUEM HAMMEHOBAHWA NOKYMEHTA, €r0 JIarhl, HOMEpPA, 3arojoBKa.
Hanpumep:

4. ITpu3HaTe yTpaTUBILIUM CUJTY NPUKa3 opranu3anuu ot 5 asrycra 2010 r. Ne 175
«O0 yTBEpPKICHUN DKCIIEPTHOH KOMUCCUHM OPraHU3alum.

[Tocnennuii MyHKT MPUKa3a - TYHKT O KOHTPOJIE, B HEM YKAa3bIBAIOTCSA JOJDKHOCTH
JMIa, OTBETCTBEHHOTO 34 MCIIOJIHEHUE JOKYMEHTA B LIEJIOM, €r0 (paMWIis 1 WHHLHAJIBL.
Hampumep:

4. KOHTPOJIb 32 UCTIOJTHEHUEM MTPUKA3A BO3JIATacTCs HA 3aMECTUTEIIS

reHepanpHoro aupekropa Gamunus M.0.

B oraenpHBIX ciaydasX pyKOBOAUTEINL OPraHU3alui MOXKET OCTABUTH KOHTPOJIb 34
cOOOI:

KOHTpOb 32 HCTIOIHEHHEM TTPHKA3a OCTaBJISIO 32 COOO0M.

5.25. He Briroyaercs B TEKCT MPUKa3a NYHKT «IIpuka3 JOBECTH IO CBEACHHSL...).

[TonpasneneHns M JOJDKHOCTHBIE JIMLA, O CBEICHHS KOTOPBIX HEOOXOAMMO
JOBECTH MPHKA3, MEPEUMCISAIOTCS B yKaszarene (JIMCTE, CIHUCKE) PACCBUIKW, KOTOPBINA
TOTOBUTCSI UCIIOJTHUTENIEM M MOXKET OQOPMIIATECS HA OOOPOTHOW CTOPOHE MOCIEAHETO
JMCTa MpUKasa.

5.26. B npukazax He AONYCKAETCA:

U3MEHEHHUE PAHEE YCTAHOBIIEHHBIX CPOKOB BBIMOJHEHHWS 3aJaHUN B CTOPOHY WX
VBEIUYCHHUS,

NPUMEHEHUE TPOU3BOJIBHBIX COKPALICHWA WM MCKOKEHUE HAMMEHOBAHWI
CTPYKTYPHBIX TIOAPA3JECIICHUA OpraHu3anuii, IOJABEIOMCTBEHHBIX OpraHu3amui -
HUCIIOJTHUTEICH

NPUMECHECHUE NPOU3BOJIBHBIX (HE OOMICIPUHATBIX) TEXHHYECKAX M JIPYTHX
TEPMHHOB, COKPAILEHHBIX CJIOB 1 HAUMEHOBAHH.

5.27. 1lpu HAIM4YUKU NPUIOKEHUI B TEKCTE NMPUKA3a B COOTBETCTBYIOIIUX MYHKTAaX
pPacCTOPSIINTENBHON YaCTH JAKOTCA OTCHUIKH: ... (mpritoskeHue Ne 1); ... (mpusmoskeHue No
2); ... «COTJIACHO MPUJIOKEHHUIOY, HA MPUIOKEHUH O(POPMIISETCS OTMETKA O MPUIIOKCHUU:

[Tpunoxenue Ne 1

K npukazy ObY «HanMeHoBaHue Opranu3anuny

ot 12.11.2017 Ne 215

H3panne BMECTE ¢ MPUKA30M MPUIIOKEHUN, HE YIIOMSAHYTBIX B TEKCTE TOKYMEHTA,
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HE JIONYCKAeTCS.

Ecni HOKyMEHT, YTBEPKICHHBIA MPUKA30M, BIOCIECACTBHM JCHCTBYET B BHJE
CaMOCTOSATENILHOTO JTOKYMEHTA, HAa MEPBOM JIUCTE AOKYMEHTA B BEPXHEM IPABOM YIUIY
npocTaBisieTcss Tpud yTBEPKIACHUS (MPU HEOOXOAMMOCTH, - C YKA3aHWEM HOMEPA
NPWIOKEHUS ), HAPUMED:

HUucrpykums YTBEPXX/IEHA

npukazoM ObY «HanmeHoBaHue opranu3alin»

otT 22.01.2017 Ne5

5.28. PacnopsbkeHust 0pOPMIISIFOTCSL MO TEM K€ MPaBWJIaM, YTO W MPUKA3BL, 34
UCKJTFOYEHUEM TOTO, YTO B KOHLE NTPpeaMOyJibl CTABUTCS ABOECTOYME, TIOCTIE YETO CIAEAYIOT
NYHKTBI PacliopsiAMTENBHON yacT. Hanmpumep:

B uensx wucnonnenus npukaza ObY «HammeHnoBanue opranuszaumm» oOtr 22
aBrycta 2017 r. «O0 opraHuszauuu M MPOBEICHUM KOHKypca «Jlydmmi cexperapb
KOMITaHuH - 2017»:

1. PykoBoauTeNnsiM yIpaBieHui, OTAECIOB U gadoparopuid B ¢pok A0 10 ceHTsa0ps
2017 r. mnpeAacTaBuTh CBOM TMPEMIOKEHUS O KAHAWJATYpax CEeKpeTaped U
JEJOMPOU3BOAUTEIIEH JUISl YHACTUSL B KOHKYPCE.

2....

PacnopsbkeHust MOTYT HE UMETH TPEAMOYJIBI.

5.29. Jlo npencraBicHHs HA TMOANHMCH MPOEKT TNpPHKa3a (pacrnopsKEHUs)
COIJIACOBBIBACTCS C 3aMHTEPECOBAHHBIMU JTMLAMMU.

5.30. Ilpuka3 nmognuceiBacT HavyalbHUK MKY YO wimm nuio, WCHOJHSOIIEE €ro
00513aHHOCTH.

Pacnopsbxenue MOANUCBIBACTCA PYKOBOAMTEIIEM W/unu WHBIMA
YIIOJTHOMOYEHHBIMHA MM JIMLIAMH.

5.31. Konun mnpuka3oB (pacmopsbKEHWI) PpacChUTatOTCS B COOTBETCTBHUHU  C
yKazaresaeM (JJMCTOM, CITUCKOM ) PACCHLIKH.

ONEKTPOHHAs KOMHs MPHKA3a Pa3MEINACTCS B COOTBETCTBYIOWIEH 0a3e MaHHBIX
CO/1 vunu Ha KOPIOPATUBHOM NOPTAe Opranu3anuu B cetu « MIHTepHETY.

5.32. Ilpu odopmicHHH MNpUKa3a, M3TABACMOTO COBMECTHO C  JAPYroi
OpraHu3aIien:

OJIaHK HE UCTOIB3YETCH,

HAaMMEHOBAHUs OPraHU3alMi MeYaTaroTCs HA OJHOM YPOBHE, HAMMEHOBAHUE BUA
nokymenrta (ITPUKA3) pacnonaraercs mo meHTpy.

Jlarol COBMECTHOIO INpUKAas3a SBISAETCS Jara MPOCTABICHUS MOCIECAHEN MOANUCH
Ha JOKYMEHTE. PerucrpauMOHHBIA HOMED COBMECTHOIO TMPUKA3a COCTOMT W3
PETUCTPALMOHHBIX HOMEPOB, MPUCBOCHHBIX KAKI0M M3 OpraHu3alyidi U MpOCTABIIIEMbIX
4yepe3 KOCYH0 YEPTy B MOPSAIAKE YKA3AHUS OPraHUu3alMid - aBTOPOB TOKYMEHTA.

TekeT COBMECTHOrO MNPUKA3a M3JIAracTcs OT MEPBOTO JULA MHOKECTBEHHOTO
yucia («IMpUKa3blBacM»), MOAMUCH PYKOBOAMTENECH OpraHM3alvii pacroyiararoTcss Ha
OJIHOM YPOBHE CJIEBA U CIIPABA.

5.33. JleaTenbHOCTh MO0 COBMECTHOM BBIPAOOTKE PEIICHUI HA 3aCETAHUSIX COBETOB,
KOMUCCH1, COBELIAHUAX O(POPMIIIETCS TPOTOKOJIaMHM.

[TpoTOKOST COCTaBAsETCS HA OCHOBAHMM AMKTO(POHHBIX (PYKOIMCHBIX) 3aIHCEH,
MPOU3BEICHHBIX BO BpPEMs 3aCCAAHMs, NPEACTABICHHBIX TE3UCOB JOKIAJO0B U
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BBICTYIUICHHIA, CIIPABOK, MPOEKTOB PELICHUH (TOCTAHOBJICHHUN ).

[Tporokonm odopmisieTcss B TEYEHHE OJHOTO-TPEX JHEH TOCIAE MPOBEACHUS
3acelaHusl, €CITM CPOKH €T0 MOArOTOBKH HE OTOBOPEHBI 0CO00.

5.34 PekBu3uTaMu  MPOTOKOJIA  SIBJISIOTCSA.  HAMMEHOBAHWE  OPraHU3allvy,
HAUMEHOBAHWE BHJA JOKYMEHTA, 3arojOBOK K TEKCTy, Jara W MECTO 3acCeHaHus,
PETUCTPALMOHHBIA HOMEP MPOTOKOJIA, TEKCT, MOATHCH.

5.35.3aronoBOK K TEKCTY MPOTOKOJA OTBEYAECT HA BOINPOC «YETr0?» U COMEPIKHT
YKa3aHUE MOAPA3JCICHUsT WIA OpraHa, ACATENBHOCTh KOTOPOrO MPOTOKOIUPYETCH.
Hanpumep:

OPOTOKON  3aCElaHWs  ATTECTALlMOHHOW  KOMHUCCHMM  MPOTOKOJ  3acedaHus
HAYYHO-METOJANYECKON KOMHCCHU.

Jlaroii mpoTokona sBASETCS nOara 3acedaHus. Ecim 3acegaHue mpoaonKaeTes
HECKOJIBKO JHEH, YKA3bIBACTCS JaTa Havaja 3ace/laHusl U 4Yepe3 TUPE - 1aTa OKOHYAHUS:
12-13 mas 2018 1.

5.36. TekcT mpOTOKONA AOJKEH COCTOSATh U3 ABYX YaCTEi: BBOJHON U OCHOBHOM. B
BBOJHOM 4acTu NPOTOKOJIA YKa3bIBAKOTCS bamumn npeaceaaresns
(MpeacenaTeNbCTBYIOIIETO); CceKpeTaps, (paMWIMKM YYaCTHUKOB, MPHCYTCTBYIOIIMX HAa
3acelaHuy; JIALL, PUTJIALICHHBIX HA 3aCEaHNE; MOBECTKA AHSL.

Eciu konvuecTBO MPUCYTCTBYIOIIMX HA 3aCEJaHWM MPEBBIMACT 15 YenoBeKk, B
BBOJHOM 4aCTW MPOTOKOJIA JENIACTCS CChUIKA HA CIMCOK, SIBJSHOLIMIACS HEOThEMIIEMOMN
YacThIO MPOTOKOJIA. Hanpumep:

[TpucytcTBoBaiu: 25 yen. (CNUCOK MPUjIaracTes).

BBoaHas yacTh MPOTOKOJIA 3aKaHYABACTCS TOBECTKOM JTHSI, COAEPKALICH MEpEUYCHb
paccMaTPUBAEMBIX BOMPOCOB, MEPEUUCICHHBIX B MOPSAKE UX OOCYKICHHS C YKA3aHUEM
JOKJIaquiKa MO0 KAKIOMY paccMarpuBacéMOMY BOMPOCY. Bompockl MOBECTKW [HS
(GOpMYIHMPYIOTCS € MPEIOTOM «0» («00»), MmeyaTaroTCs OT TPAHUIIbI JIEBOTO MOJIS W
HYMEPYIOTCS apaOCKUMU LU PAMH.

B 0CHOBHO# 4acTh mpOTOKOJa PUKCUPYETCS X0 3aCETaHUSI.

5.37.11omHbI TPOTOKOA COAEPXKUT 3aNMCh TOTO, YTO NPOUCXOAMIIO BO BpPEMS
3acenanusl, BKIIFOYas BOMPOCHI K JOKIAQUMKY, OTBETHI HA HUX, BBICTYIUICHUS B XOJE
0OCY>KIEHUST BOIPOCA, PE3YJIbTAThl TOJOCOBAHUS O BOMPOCY M NPHHATHIE PEIICHUS.
PekoMenayemblit o0pazen; 0(OpMIIEHHS MOJHOTO MPOTOKOA (MprIosKeHrE Ne 4).

Kparkue npoTOKOSBI BEAYTCS MPU PACCMOTPEHHHM BONPOCOB ONEPATHBHOIO
xapaktepa. PekoMeHnayembiii oOpazer] opopMIIEHUS KPaTKOTO MPOTOKOJA (MPUIIOKEHUE
No 5). B kpatkom mpoTokose (PUKCUPYETCs TeMa 00CYKICHUS, (paMuIus JOKIa4rKa 10
BONPOCY W MIPUHATHIC PELICHUS.

5.38.0OcHOBHAs 4acTh MOJIHOTO MPOTOKOJIA COCTOMT U3 PA3JENOB, MOCBAIIEHHBIX
BONPOCAM TMOBECTKHA JHS. XOJA PACCMOTPEHMsI KaKIOTO0 BOMPOCA 3alMChIBACTCS B
nocnenoBarenbHocT: CIIYIIAJIN - BBICTYIIWJIN - PELTWJIN.

[TocranoBneHHe (PEIICHUE) B TEKCT NPOTOKOJA BHOCHUTCS MOJHOCTBEO B TOWM
(opMynUpOBKeE, KOTOpast Obljla MPUHSATA HA 3aCEIAHNU; TIPU HEOOXOUMOCTH TPABOJATCS
WTOTH TOJIOCOBAHMSL: «3a - ..., IPOTHB -..., BO3JEPXKAIOCH - ...».

5.39.I1poTokou 3aceaHus IO ChIBACTCS [peaceaarenem
(MpeacenaTesIbCTBYIOLIMM ) B CEKPETAPEM 3aCeIaHMmsl, €CIIM MHOE HE ycTaHOBJICHO JIHA.

5.40.I1pu HEOOXOAMMOCTH KOMHH IPOTOKOJIOB WM BBIMMCKH W3 MPOTOKOJIOB
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pPacchLIatOTCsl 3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOM BUJE B COOTBETCTBUU C
yKa3aTelieM PacChIIKH.

B BbimHMcke U3 MOPOTOKOJNA JOJDKHBI  BOCIHPOM3BOAMTLCS BCE  PEKBU3UTHI
3arojIOBOYHOM 4acTH MPOTOKOJIA, BBOAHAS YacCTh, BOMPOC MOBECTKU JHS, IO KOTOPOMY
TOTOBUTCS BBITUCKA, U TEKCT, OTPAXKAIOLIMI 00CYKICHHUE BOMIPOCA U MIPUHATOE PELICHUE.

6. JlenoBoe (cinykeOHO€) MUCbMO TOTOBUTCA Ha OnaHke nucbma. [Ipu cocraBiaeHun
nuceM O(OPMIISIIOTCS PEKBU3MTBHI: aJpecar, 3arojOBOK K TEKCTY, TEKCT, MOJIMKCH,
OTMETKAa 00 WCIOJHUTENE, B HEOOXOAMMBIX ClIydyasX - OTMETKa O MPUJIOKEHUH.
PekoMeHayemblit o0pazern; 0opMIIeHHs IEI0BOr0 NUChbMa (TPHI0KEHUE Ne 6).

5.40.Ecnu muceMO SBSIETCS OTBETOM HA MOCTYMUBIIMKA 3ampoc WU MPOCKOY,
3aMOJIHSAETCS PEKBU3UT «CChLJIKA HA PETUCTPALIMOHHBI HOMEP M JAaTy MOCTYNMBIIETO
IUCHMa.

HaumeHnoBaHue BHAa JOKyMEHTa («IMCbMO») M Pa3HOBUIHOCTH MHUCbMa
(HampuMmep,  «mpoch0a», «MH(POPMALIMOHHOE», «COMPOBOIUTEIBLHOE»,  «3ampocy,
«HAITOMUHAHKE) ) B IEIIOBBIX (CITYy>KEOHBIX ) MACbMAX HE YKA3bIBAKOTCS.

Ecnu nucbMo HampaeisieTcsl aapecaTy Mo AJIEKTPOHHON moute win mo ¢akcy 0e3
JOCBIJIKH 10 MOYTE, BMECTO MOYTOBOTO apeca YKa3bIBACTCS apec ICKTPOHHOW MOYTHI
i HoMep TenedoHna-Ppakca.

5.41. lenoBoe (Cay>k€OHOE) MUCHMO JOJKHO OBITh MOCBSIICHO OJHOMY BOIPOCY.
Ecnu HeoOxoaumMo o0OpaTUTbCs B OPraHU3ALMIO OJHOBPEMEHHO TIO HECKOJbKUAM
BOMPOCAM, PEKOMEHYETCSl COCTABUTh OTJCIbHOE MUCHMO M0 KAXKIOMY U3 HUX.

[TuchbMO MOXKET KacaThCsl HECKOJIBKMX BOITPOCOB, €CJIM OHU B3aUMOCBSI3aHbI.

5.42.B 0HOM NHUCBME HE JOJDKHO OBbITh OOJ€e YEThIPEX aApecaToB, MPU 3TOM
OCHOBHO# ajpecaT yKa3blBacTCs MEPBBIM, OCTAILHBIM aapecaTaM MUChbMO HAIPaBISETCsI
ISl CBEICHUSL.

[Ipy HEOOXOAUMOCTH HANMPAaBUTh MUCHMO OOJBIIEMY KOJIMYECTBY aJpecaroB,
TOTOBUTCS CIIMCOK PACCHUIKH, U MACHhMA PACCHUIAIOTCS MO CIHUCKY.

5.43.11pu cocTaBJIEHUM JEJIOBBIX MHCEM UCIOJIb3YETCS BCTYMUTENBHOE 0OpallieHUE
Y 3aKJIHOYUTENIbHAS STUKETHAS (hpasza.

5.44. TekcT nucpMa U3JIaracTes:

or 1-ro M@ MHOXKECTBEHHOTO uHcla (IPOCUM...», «IPEIIaracM...»,
«HAITOMUHAEM...» ),

OT 3-ro JiMla €AMHCTBEHHOIO YHuCla (KMPEANPUITUE CUMTAET BO3MOXKHBIM ...»
«AHCTUTYT HE PacnojaracT BO3MOKHOCTBIO ...»);

OT 1-ro nuia €AMHCTBEHHOTO YKCIIa («IPOLY ...», IPEJIArao ...»), €Cliu MUChMO
oopMIsieTCs HA AJOHKHOCTHOM OJIAHKE.

5.45.Ecnu npoekT AenoBOro (Ciay>keOHOro) MUChbMa HaMpaBisieTCs aapecaTry 1o
NoYTe, MPOEKT TOTOBUTCS B JBYX JK3EMIUIIpaxX: OJMH SK3eMIUissp odopmiisiercs Ha
OnaHke, BTOPOHM 3K3eMIUIAP, MPEeIHA3HAYCHHBIA J1 BU3MPOBAHUS) - HA CTAHAAPTHBIX
aucTax Oymaru.

JlenoBoe (cny>ke0HOE) MUCHbMO A0 MPEACTABJCHUS HA MOMANUCH JOKHO OBITh
COIJIaCOBAHO (3aBU3UPOBAHO) CO BCEMU 3aMHTEPECOBAHHBIMU JIMIIAMMU.

5.46.JlenoBoe  (cimyxeOHOE€)  TUCBMO  MOJIUCHIBAETCS  PYKOBOJUTEIEM
OpraHu3aiy WJId WHBIM YIOJHOMOUYEHHBIM WM JiMLoOM. [loAmucaHHOe MAeI0BOE
(cmy>k€0HOE) MUCHMO MOAJIEKUAT PETUCTPALMU U OTHPABKE.

>
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He npomyckaercs OTHOpaBidATe ajpecaraM IMHCbMa, HE HMEIOIIHAE Jarbl |
PETUCTPALMOHHOTO HOMEPA.

5.47 Tlocne moanMCcaHus MMCbMA U €0 PETUCTPALMM IK3EMIUIAP MUCbMA ¢ BU3aMHU
3aUHTEPECOBAHHBIX JIUL TOMELIAETCA B JIETIO.

5.48. AKTbl COCTaBIIAFOTCS HA OCHOBE VTBEP)KICHHBIX OpPraHaMHu BIIACTH
YHU(PUIUPOBAHHBIX (OPM WM B CBOOOAHOH (opME B LENSAX MOATBEPKIACHUS (PAKTOB,
CBSI3aHHBIX C JACITEIBbHOCTBIO Opranu3auuu. Pexomenayemslid oOpazen opopMIiIeHus aKkTa
(mpunoxennie Ne 7).

5491Ipu COCTaBICHUM AaKTOB MCIOJIB3YKOTCS PEKBU3UTHL HAMMEHOBAHUE
OpraHu3alMy, HaMMEHOBAaHWE BHJA JOKYMEHTA, Jara JOKYMEHTA, PErucTpaliOHHBII
HOMEpP ITOKYMEHTA, MECTO COCTABIICHHs WM M3JaHUsS JOKYMEHTA, 3aroj0BOK K TEKCTY,
ITOITHUCh.

5.50.J]latoii aKkTa SBJISETCS Jara COCTABJICHWS aKTa W IOJAMUCAHUS €r0
COCTABUTEIISAMH.

Ecim  Qopmoii akTta nOpeayCMOTPEHO €ro  YTBEPXKICHUE PYKOBOIMTEIIEM
OpraHu3aly WIA UHBIM YITOJTHOMOYEHHBIM JOJDKHOCTHBIM JIMLIOM, 1aTON aKTa sIBIAEeTCS
J1aTa €ro YTBEPI)KIAECHUS.

5.51.B BBOJHOM 4aCTH aKTa B UMEHUATEIIBHOM MAJCKE YKA3BIBAKOTCS:

OCHOBAHUE COCTABJICHUS aKTa (JIOKAJIbHBIAH HOPMATUBHBIN aKT;

PacCTOPSIMTENBHBINA JOKYMEHT OPraHU3aluuu (MPUKa3, PACOPLHKEHUE), (PaKT WM
COOBITHE, TOCTYXKUBIIEE OCHOBAHUEM U COCTABIICHUS aKTa),

COCTAaBUTENIM aKTa (MEPEUYHCISAOTCS mocie cnoBa «COCTaBIEH» C YKa3aHUEM
JOJDKHOCTEW,  HAMMEHOBAHWWA  OpraHM3alvii, €CJIM  COCTABUTEIIM  SABJIAKOTCS
NPEICTABUTENSIMHA IPYTOH OpraHu3anuu, paMuianii 1 MHULUAIIOB ).

Ecnmm akT cocraBiieH KOMUCCHEH, TIEPBOM yKa3bIBacTCs (paMuaust mpeacenarTesis
KOMHUCCHH, 3aTEM YJICHOB KOMHCCHH B aJI()aBUTHOM TMOPSIJIKE.

5.52.B TEKCTE aKTa W3JIAararoTCs UEAW W 3aJa4d COCTABJICHUS AKTA, CYIIHOCTD,
XapakTep, METOABI U CPOKH MPOJETAHHON padoThI, €€ PE3ybTaThI.

[Tpn HEOOXOAMMOCTH aKT MOKET COAEP>KATh BBIBOJBI M PEKOMEH ALY,

B 3akmaroudTenbHONM YacTH akTa YKa3bIBAKOTCA KOJIMYECTBO IMOATOTOBJIEHHBIX
DK3EMIUIAPOB aKTa M MECTOHAXOXKACHHE KaKAOro sk3emiuapa. KonimdecTtBo
DK3EMIUIAPOB AaKTa ONPEHCNACTCA KOJMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €r0
COCTAaBJICHUH, MJIA HOPMATUBHBIMUA TPEOOBAHUSAMH, PETIIAMEHTUPYIOIIUMHU COCTABIICHUE
AKTOB KOHKPETHOW pa3HOBUIHOCTH.

5.53.OK3eMIISAPbl aKTa MOANUCHIBAKOTCS BCEMH WICHAMHM KOMHUCCHM (€CJIH aKT
COCTaBJISUICS ~ KOMMCCHEH) WJIM  COCTAaBUTEJSIME M, HOPH  HEOOXOAUMOCTH,
MPUCYTCTBOBABIIMMHU JINLIAMH.

Ilpy noanmucanuy akra npeAaceaareiaeM U WieHaMd KOMUCCHU HAMMEHOBAHUS HUX
JOJDKHOCTEH HE YKA3bIBAIOTCSL.

Oco0oe MHEHHE COCTaBUTENS AaKTa W3JIAaracTcss Ha OTHCIBHOM  JIACTE,
ITOANMCHIBAECTCA M IPUJIAracTCs K aKTy.

5.54.Ecim  3akoHOmarensCTBOM  Poccuiickon  dexpepauvu  NpeayCMOTPEHO
O3HAKOMJICHUE C COIEPIKAHWMEM aKra JIML, YOOMSHYTHIX B aKTe, MOJA MOANKWCH, Ha
MOCJICIHEH CTpaHULE aKTa NPOCTABISACTCS O3HAKOMUTENbHAs Bu3a «C  akToMm
O3HAKOMJICH(BI)», TPH 3TOM YKA3bIBAKOTCS HAWUMCHOBAHUS JTOJDKHOCTEH, JIMYHBIE
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NOJMUCH, pacin(pPOBKU MOANMUCEH, TAThl O3HAKOMIIEHUS. JIKIla, KOTOPBIE 3HAKOMSTCS C
COJIEP’)KAHUEM AKTA, MMEIOT MPABO HE COIMIACHUTHCS C COJACPYKAHUEM aKTa B LIETIOM WIIA
€ro OTACIbHBIMU MOJOKEHUSAMH, YTO JOJDKHO OBbITh 3aQMKCUPOBAHO MPH O3HAKOMIIEHUHU
C aKTOM.

5.55. JloknagHas  (cimyxxeOHast) 3amMcka HCMONB3YETCs Uil OMEPATUBHOTO
WH(OPMALMOHHOTO O0OMEHA MEXKIY CTPYKTYPHBIMHU MOAPA3IECICHUASIMA U PYKOBOICTBOM.
PekoMmenayembie 00pas3ibl 0QOpMIICHUsT AOKIAAHONW 3alUCKA W CITy>KEOHOM 3almcKw,
NOJArOTOBJICHHON HA OCHOBE 3JIEKTPOHHOIrO madiaoHa (mpuioxeHus Ne 8.9).

5.56.00s13aTe¢bHBIMI PEKBU3ATAMU JOKIAIHON (CITY>KEOHOM) 3aMUCKH SIBJISIFOTCS:
HAUMEHOBAHWE CTPYKTYPHOIO MOJPA3ACICHMS, HAMMECHOBAHWE BHAA JOKYMEHTA
(mokJlamHas 3amucka, CiykeOHasi 3amucKa), jara, 3arojoBOK K TEKCTY, aJpecar, TEKCT,
MOJITUCH.

5.57.1lpu anpecoBaHMM JOKIAIHBIX (CIY>KEOHBIX) 3aMKMCOK YKa3bIBAKOTCS B
JATeTbHOM TAACKE MOJDKHOCTH JIMLA, KOTOPOMY aApPECOBaH MOKYMEHT, (paMunus wu
nHuLMalel. Hanmpumep:

3aMECTUTENIO reHepabHOrO nupekropa ObY «HanmeHoBaHue opranu3anum

Gamunus 1.0.

WIIH:

PykoBonutento JlenapraMmenta nH(GOpMaoHHbIX TexHonornid Gamums H.0.

5.58. JloknagHbie (Cy>KEOHBIE) 3aMCKH MOTYT COCTABJIATHCS, PACCMATPUBATHCS U
XPaHUTBHCS B TCUEHHE YCTAHOBJICHHOIO CPOKAa MCKIFOYHATEIBHO B AJICKTPOHHOM BHJE B
CO/L.

[Ipn opranm3anmu paboThl C AOKIAAHBIMU (CIIY>)KCOHBIMM) 3alMCKaMH B
AJIEKTPOHHOM BHUJC MCHOJB3YIOTCS SICKTPOHHBIC IMIAOIOHBI JOKIAJAHONH M CITy>KeOHOMU
3aMHACOK.

5.59.Texker noknaaHo#l (Cimy:keOHOI) 3aMMCKHA, B 3aBUCUMOCTH OT CIIOKHOCTH
COZIEp)KaHUs Y IPUBOAUMOM apryMEHTALMHU, COCTOUT U3 OJHOM, IBYX WJIA TPEX YaCTEM:

B TIEPBOM YacTW WM3MAraroTCsl MPUYMHBIL, (AKThl WM COOBITHS, MOCTY>KWBIIUE
TIOBOJIOM ISl COCTABJICHUS JOKYMEHTA,

BO BTOPOH YaCTW JACTCS aHAJIU3 CIOXKHMBLICHCS CUTYallMW, BO3MOKHbBIC BAPHAHTHI
€€ PEUICHUS,

B TPETHEH YaCTH U3J1arar0TCsl BHIBOIBI.

5.60.Peructpanusi JOKJIAIHBIX M CIAYXEOHBIX 3aMMCOK ocymiecTeisieTcss B CO/I,
npu oTcyTcTBUM CO/] - B CTPYKTYPHOM NOAPa3ACIEHUM, TOATOTOBUBILIEM JOKYMEHT.

5.61./leioBbIE MMCbMA, HAMPABISEMBIE 3apyOEKHBIM KOPPECHOHAEHTaM (B TOM
YUCJIE aipecaTaM rocyaapcTs - ObIBIIMX pecnyOnnk B coctae CCCP), ohopMisroTes Ha
OJlaHKE MUMCbMa OPraHW3alMN C PEKBHU3UTAMM HA PYCCKOM M OJHOM W3 WHOCTPAHHBIX
SI3BIKOB.

5.62.T1lucemo, HanpaBisieMoe 3apyOeKHOMY ajpecary, COCTaBISETCS HA PYCCKOM
A3BIKE, MPOXOAUT COMIACOBAHUE CO BCEMHU 3aMHTEPECOBAHHBIMHU JIMLIAMHU OPraHU3aliH,
NOCJIE YEr0 MUChbMO MEPEBOINTCS HA OJIMH U3 MHOCTPAHHBIX SI3BIKOB (SI3BIK aJpecaTa Wiu
AQHTTIMACKUI  s3bIK) W oopmiisieTcss Ha OJIaHKE NUCbMa, NPEAHA3HAYCHHOM st
NEPETUCKU € 3apyOEKHBIMUA KOPPECTIOHACHTAMH.

[ToanuHHMK NrcbMa, OPOPMIICHHBII HA OJJHOM W3 WHOCTPAHHBIX S3BIKOB, JTOJKEH
OBITb HMIOCHTUYEH MO COACPXKAHUIO DSK3EMIUISIPY HAa PYCCKOM SI3BIKE C BH3aMU
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3aMHTEPECOBAHHBIX JIMIL.

5.63.Ha mnoanucek PYKOBOAMTENIO MPEACTABISAIOTCA. JIK3EMIUIAP MUChbMaA
3apyOeKHOMY KOPPECHOHICHTY, O()OPMJIEHHBIH Ha OJaHKe, KOMUWsS JAHHOrO MUChbMa Ha
CTaHJAPTHOM JIucTe OyMaru ¢ BU30H MCIOIHHUTENS, SK3EMIUIAP MUCbMAa HA PYCCKOM
A3BIKE C BU3aMH 3aMHTEPECOBAHHBIX JIMIL.

5.64.Ilocne moAnucaHus MACbMA PYKOBOAUTENIEM WM MHBIM YIOJTHOMOYEHHBIM
UM JIALIOM:

AK3EMIUIP MUCbMa, O(OPMIICHHBIH Ha ONaHKe, MOANUCAHHBIA PYKOBOAUTENEM U
3apErMCTPUPOBAHHBINA B OT/AEIE KAAPOBOH M MmpaBoBoi padboTel (mpuemHoii MKY VYO),
HAMPABJISACTCS aApECaTY,

KOMUSl MUACbMA C BU30H HCIOIHUTENS W SK3EMIUISIP MHACHhMA, COCTABJICHHBIA Ha
PYCCKOM SI3bIKE, C BU3aMU 3aMHTEPECOBAHHBIX JIUL MOMELIAKOTCS B AETIO.

5.65. Ilucema, HampaBisieMble 3apyO€KHBIM — ajapecaraM, JOJDKHBI MMETh
PEKBU3HTHL. apecar, Aara, PerUCTPAllMOHHBIA HOMED, TEKCT, MOAMNKCH.

[Ipu  HEOOXOAMMOCTHM  MOTYT  OQOPMIATBCS  PEKBU3WTHI  «CCBUIKA  HA
PETUCTPALMOHHBIA HOMEP M AaTy MOCTYNHUBILErO MUChbMa» M «3arojIoBOK K TEKCTy». Ha
KOMUU THUCbMAa, MOMEINAEMON B AEN0, OOMOJHUTENBHO MPOCTABISETCS OTMETKAa 00
WCIIOJTHUTEIIE.

5.66.PekBu3nutT «anmpecar» oQopmisieTcs cOpaBa MOJ PEKBU3MTaMM  OJaHKa.
AJpecaroM MUCbMA MOKET OBITh OPraHU3ALMs] U KOHKPETHOE JIULIO.

Ecnm mucbMo aapecoBaHO OpraHu3alyu, CHavaja JacTcs €€ HAMMEHOBAHHE, 3aTEM
- TMOYTOBBIA apeC B MOCIEAOBATEILHOCTH: HOMEDP JOMA WJIM 3[aHHs, HA3BAHWUE YIIULBI,
HA3BaHHE rOPOJIA; CTPaHA.

Kaxxnplii eMeHT aapeca MUIIETCS HA OTACIBHON cTpoke. Hazpanme ropojaa, Kak
PaBUIIO, MTeYaTaeTCs MponucHeIMA OykBamu. Hanpumep:

Brook & Son Toymakers 61-71 Steel Street BRIDGETOWN BR61 7RE U.S.A.

Cnosa Avenue, Street, Place 1 uHbIE B aipece MULITYTCS ¢ MPOMKUCHON OYKBBI.

[Ipn  odopmiicHMM MOYTOBOrO  aapeca 3apyOeHBIM  KOPPECIOHACHTaM
NYHKTYyalus HE TPUMEHSETCS.

[Tpn agpecoBaHuu muceM HEOOXOAMMO YUMTHIBATh TPAAMLMHU, XapaKTEPHBIC AJIs
OTZIEIBHBIX CTPaH (HampuMmep, B BennkoOpuTaHuu Nocie yKazaHus ropojia MOKET ObITh
ykazaHo rpagctso, B CIIIA - Ha3Banue mrara).

Ecnm B HazBanum (pupmsel mprcyTcTBYET pamunus auna (Hanpumep, W. Edward &
Co., Ltd), nepen HazBaHueM (PUPMBI MPUHATO CTABUThH CIOBO Messrs (COKpalmieHHe OT
Messieurs - rocnoja).

Ecimm nmucemMo aapecyercs KOHKPETHOMY JIMILY, MEPEA HA3BAHWEM OPraHU3ALUA
YKa3bIBaKOT (PaMUJINIO U TOJDKHOCTh PAOOTHHKA WITH €T0 TOJDKHOCTb.

Hanpumep:

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

5.67.B nuceMax 3apyOeKHbIM aapecaraM JaTa opopMIISIETCS CIIOBECHO-IIU(PPOBBIM
coco00OM B TIOCTIEA0BATENBHOCTH: IEHb MECSLA, MECSILL, TO/I.

Hanpumep: 24 suBaps 2017 r.

[Tpu cocTapneHM NUChMA HA AHTJIMHACKOM SI3BIKE JIOMYCKAETCs OPOPMIICHUE IAThI
B NIOCJICAOBATENBHOCTH: TOJ, MECSLL, ICHb MECALA.
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Hanpumep: 2017, January 24.

5.68. B mmcemax 3apyOexHBIM aapecaraM  MCHOJB3YIOTCS  BCTYIMHUTEJBHBIE
oOpatieHus 1o JOJKHOCTH Wi 1o hamunuu aapecarta. Hanpumep:

YBaxkaeMblil TOCIIOAMH TOProBbIii COBETHHK!

YBaxkaeMblil TOCTIOIMH AHTEJIOB!

3aKkaHYMBACTCS MUCHMO 3aKTHOUYUTENIBHON ATUKETHOH (ppa3oit «C yBaKCHHUEM,...».

6. CorytacoBaHue NPpOEKTOB JOKYMEHTOB.
Hoanucanue (yreep:xaeHue) NpOEKTOB JOKYMEHTOB

6.1. CornmacoBaHWe TPOCKTA JOKYMEHTA TMPOBOJUTCS OO €r0 IMOITACAHUS
PYKOBOIUTEIIEM B LIENIAX OLEHKU COOTBETCTBUS NIPOECKTA 3aKOHOAATENBCTBY Poccuitckoi
denepaliv, JOKAIbHBIM ~ HOPMATHBHBIM ~ aKTaM  OpPraHM3allM, KauecTBa U
3(PPEKTUBHOCTH MPEATAracMOTO PEIICHUSI.

CornacoBaHMe  TPOEKTAa  JOKYMEHTA  OPraHM3yeTCs  HEMNOCPENCTBEHHBIM
UCIIOJTHUTENIEM (COCTABUTEJIEM) M PYKOBOJUTENIEM MOAPA3ACTCHUSA-UCIIOTHUTENS U
IPOBOAMTCS B MPEEaxX YCTAHOBICHHOTO CPOKA UCTIOJTHEHMSI.

6.2. CornacoBaHue NPOEKTOB JOKYMEHTOB ¢ paOOTHUKAMW OpraHu3auuu W/Wiu
OPYTHMH OPraHU3alUsMH OPraHWu3yeT KCIOJIHUTEND IMOCIE COIIacoBaHUs B padouem
NOPSAJKE TPOEKTA JOKYMEHTA C PYKOBOAMTENEM CTPYKTYPHOIO TOAPA3ACICHUS WU B
COOTBETCTBUM C MHCTPYKUMEH MO JEIONPOM3BOACTBY OPraHu3alid WIA HHBIMA
JIOKQJIbHBIMM HOPMATHBHBIMH AaKTaMH, PETYJIUMPYIOIIUMU MPOLECC COTTACOBAHMS
(BU3MPOBAHUS ) TPOEKTOB TOKYMEHTOB.

6.3. IIpOeKTBI JOKYMEHTOB COTJIACYIOTCS:

HEMOCPEACTBEHHBIM ~ HCIIOJIHATEEM W PYKOBOAMTENEM  MOAPA3ICIICHHUS-
WCTIOJTHUTEIIS,

COUCIIOJTHUTENISIMH (TIPH UX HAJTUYUN );

PYKOBOAMTENSIMU CTPYKTYPHBIX TOApa3Ac/icHuH, paOOTHUKAMU OPraHu3alvy,
HANPABJICHUS  ACATETBHOCTA W/WIM  (PYHKUMOHAJIBbHbIE  OOSI3aHHOCTH  KOTOPBIX
3aTparuBarOTCs B MPOCKTE JOKYMEHTA H/WIIM KOTOPBIE YKA3aHbI B MPOEKTE JOKYMEHTA B
KAUeCTBE MCHOJNHUTENCH (B Cllydae BPEMEHHOTO OTCYTCTBHSL  PYKOBOJMUTEIS
NOJPA3AC/ICHUs TPOCKT MOKYMEHTA BH3HMPYET JIMLO, BPEMEHHO MCHOJHSIIOLIEE Ero
00S3aHHOCTH ),

3aMECTUTENSIMU  PYKOBOJIMTENSI OPraHW3alvd, KYPUPYIOIIMMH 3aTPOHYTHIE B
NPOEKTE JOKYMEHTA BOMPOCH (€CIM JOKYMEHT MOAMKUCHIBAETCS (YTBEPIKAAECTCS)
PYKOBOAMTENEM OPTaHU3ALNN ),

OTJIEJIOM KaapOBOii 1 mpaBoBO# paboThl (mpoekToB JIHA, MpOoEeKTOB MPUKA30B).

[TpoeKTBl TOKYMEHTOB, peaim3alys KOTOpPeIX TpeOyeT (PUHAHCOBBIX 3aTpar,
COIIACOBBIBAKOTCS C OTACIOM LEHTPATU30BAHHOM OyXTanTepuu.

He nonmyckaercs HanmpaBisaTh HA COTJIACOBAHUE MPOCKT JOKYMEHTA OJHOBPEMEHHO
IBYM Win Oosiee paOOTHMKAM OJHOTO CTPYKTYPHOTO MojpasiencHus. B kaudecTse L,
COMNIACYIOIIMX  MPOEKT  JOKYMEHTA, JOJDKHBI — BBICTYNATh  MPEUMYLIECTBEHHO
PYKOBOAMTENMN CTPYKTYPHBIX MOAPA3ICICHUAN.

6.4. BHewmHee cornacoBaHMe MPOEKTA TOKYMEHTA OCYIIECTBIISIETCS MOCPEICTBOM
HAMPABJICHUS TPOEKTA B JAPYTYK) OPraHU3ALMI0 C COMPOBOAWTENBHBIM MHCHBMOM, B
KOTOPOM YKa3bIBAa€TCsl CPOK COTJIACOBAHUSI.
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Ecnm opranmzanmu, cOrfacyrolune MPOCKT AOKYMEHTA, SIBJSIFOTCS yYACTHUKAMU
onHoii C3JI, cormacoBanue MOXKET ObITh npoBeacHO B COJl 0e3 HampaeneHUs
COIMPOBOJUTEIILHOTO MUCbMA U OTHOBPEMEHHO C BHYTPEHHUM COTJIACOBAHUEM.

6.5. Cpok: corinacoBaHusl JOKYMEHTOB YCTAaHABIMBAIOTCS WHAWBUAYAIbHON
WHCTPYKUMEH TO JACTONMPOM3BOJACTBY W/WIM WHBIMU JIOKATBHBIMA HOPMATHBHBIMHA
aKTaM¥ B 3aBUCHMOCTH OT BUJA JOKYMEHTA U 00beMa TOKYMEHTA, BKITIOUYas PUIOKEHUS
K HeMy. CpOKHM COMIacOBaHUsl JOKYMEHTOB COCTABJISOT:

POEKTHI IENOBBIX (CITy>KEOHBIX ) mUceM - 1-3 pabounx AHs,

POEKTHI MPUKA30B 0€3 MPUIIOKEHUH - 1-3 padoumx Hs;

NPOEKThl MPHUKA30B C MPHUJIOKEHUSMHU CIOPABOYHOTO Xapakrtepa - 3-5 paboumx
JIHEM

OPOEKThl NPHKA30B € MPUIOKECHHEM JIOKATbHBIX HOPMATHUBHBIX AaKTOB B
3aBUCUMOCTH OT UX 00bema (He Oonee 50 crpanun) - 5-10 pabounx nHEH;

OPOEKTHl JIOKATbHBIX HOPMATHBHBIX AKTOB, YTBEPKAACMBIX HEMOCPEACTBEHHO
NOJMUCHI0 pyKoBoauTens (He 6onee S0 crpanum) - 5-10 pabouux qHEN;

MPOCKThl MPOTOKOJIOB 3acelaHuii (COBELIAHWI) MpU HEOOXOIUMOCTH HX
COIIACOBaHUS, B 3aBUCUMOCTH OT 00beMa JOKyMeHTa - 1-3 pabouux aHS.

CpokH cOrnacoBaHvsi TPOEKTOB JOKYMEHTOB, HAaNpaBIIIEMbIX Ha BHEIIHEE
COMIACOBAHUE HE JOJDKHBI COCTaBIATh Oosiee 30 KaJeHAapHBIX THEH.

B KOHKpPETHBIX clydasx B 3aBUCUMOCTH OT COJAECP>KAHUS M HA3HAUCHUS TOKYMEHTA
CPOK COIJIACOBAHUSI MOXKET OBITH COKPAILECH WJIM YBEIWYCH MO PEIIEHUIO PYKOBOIUTENS,
KYPHUPYIOIIETO HAPABJICHUE ACATETBHOCTH, MO0 KOTOPOMY TOTOBHTCS MPOEKT PEIICHUS.

6.6. OdopmiicHue pe3yabTaToB corjmacoBanus JIHA u  pacnopsauTenbHBIX
JOKYMEHTOB OCYILECTBIISIETCS B BUAE BU3, TPOCTABISEMBIX 3aUHTEPECOBAHHBIMH JIMLIAMHA
HA MOCJIEIHEM JINCTE MPOEKTa AOKYMEHTA (HA €ro JUUEBOM MM OOOPOTHOM CTOPOHE)
WIA Ha OTACTBbHOM JIMCTE€ COIMJIACOBAHMS, SBJISIFOMIEMCS HEOTHEMJIEMOH YacThIO
JOKYMEHTA.

[Tpu cornacoBaHuy AEIOBBIX (CITYKEOHBIX) MUCEM BU3bI IPOCTABJISIOTCS HA KOMUAX
nucbMa (BH30BOW 3K3EMIUISAP), KOTOPBIA NOCIE MOANUCAHUS MOAJIMHHUKA MTUCbMA U €T0
PETUCTPALMK TIOMEIIAETCS B IEI0, WIA HA 000pOTE MOATMHHUKA MUChbMA, €CIH MHACHMO
HAMPABJISCTCS aapecary Mo (pakcy WK 3JIEKTPOHHOM MmoYTe. ITOT 5Ke 3K3EMIUISIP MUChMAa
NocJie OTOPaBKM aapecary (mo (pakcy WM 3JIEKTPOHHOW IMOYTE B BHAE AJICKTPOHHOM
KOIUH ) MOMEIIAETCS B ACTIO.

[TpoeKTBl MPOTOKOJIOB BU3UPYIOTCS JIMIAMH, BBICTYNABIIMMU Ha 3aCEIAHWUU
(COBEIIAHKK) MYyTEM MPOCTABJICHUSI BU3bl HA JIEBOM TMOJIE JOKYMEHTA HAMPOTHB 3alUCH
BBICTYIUICHHSI COOTBETCTBYIOLIETO PAOOTHHUKA.

6.7. CormacoBaHue MPOCKTOB JOKYMEHTOB MOKET OCymeCTBISThCA B CO/1. Tlocne
3aBEPIICHUS MPOLECAYPHl COrIacOBaHWs (MPU CO3MaHWU MMOIJIMHHUKA JOKYMEHTa Ha
OyMa>KHOM HOCHTEJIE) JIUCT COTTIACOBAHMS pacnedarbiBactes u3 CO/l, MpUKIaabIBacTCs K
OPOEKTY JOKYMEHTAa M TMPEACTABISACTCS Ha MNOANUCh PYKOBOIWTEN) OPTraHU3ALNAA
(MHOMY YIIOTHOMOYEHHOMY KM JIMILY ).

CornacoBaHrue BHYTPEHHUX JOKYMEHTOB, CO3/IaHUE, XPAHEHUE W UCMOIb30BAHUE
KOTOPBIX OcylecTBaseTcs mocpenctsom CO/I, mpoBoautcs B CO/l B 3NEKTPOHHOM BHUJIE.

[Tpu cormacoBaHny MPOCKTOB BHYTPEHHUX TOKYMEHTOB, CO3/IAHHBIX HA OyMa>KHOM
HOCHTEJIE, BU3bI TPOCTABJISIFOTCS HEMMOCPEACTBEHHO HA MPOEKTE JOKYMEHTA.
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6.8. [lpn BHEHIHEM COIJIACOBAHHMH, IMOJYYCHHOM MNUCHBMOM, WJIM COIIACOBAHUH
NPOEKTa JOKYMEHTA KOJIJIETHAIbHBIM (COBEIIATENIBHBIM ) OPraHOM € (PUKCALMEl peICHUs
O COrJacOBaHWM B MPOTOKOJIE 3aCENAaHUsl HCIOJHUATENL O(OPMISET HAa MPOEKTE
JOKYMEHTA WM B JIMCTE COMIAcoBaHus rpud coryacoBaHus. [IuceMa o cormacoBaHuu
(BBIMKACKA U3 MPOTOKOJIA) MPUJIArarTCs K MPOCKTY JOKYMEHTA.

6.9. B xome commacoBaHuss MNPOECKTa [JOKYMEHTA PAOOTHHK, COTJACYHOIIUI
JOKYMEHT, MPUHUMAET OHO U3 CIICAYIOIIMX PELICHHA:

COIJIACOBATh MPOEKT JOKYMEHTA O€3 3aMEUaHmii;

COIIACOBATh MPOCKT TOKYMEHTA C 3aMCUAHUSIMU;

OTKJIOHUTbh MMPOEKT JTOKYMEHTA,

yKa3aTb, YTO HE WMEET OTHOIICHUS K TMPOCKTY JOKYMEHTa (PacCMOTPEHHUE
BOMPOCA, M0 KOTOPOMY MPUHUMACTCS PELICHUE, HE BXOIUT B O0S3aHHOCTH paOOTHUKA).

Bo3zpaxkenuss 1O MNPOEKTY TMpuKaza (pacnopspKEHWs), BO3HHMKAKOUIME MPU
COIIACOBAHWH, M3JIAratOTCsl B CIIPABKE, KOTOPAs MPUJIAracTcs K MPOCKTY, WIA BHOCUTCS B
CO/L.

Ecimm mpoekT AOKyMEHTa COIJIaCOBaH C 3aMEYaHHMSIMM, 3TO O3HAYaeT, YTO
3aMEYaHusl HOCAT PENAKLMOHHBIA XapakTep, W MOCIE WX MPUHATHS HCIOJHUTEIEM
POEKT HE TPEOYET NOBTOPHOIO COMIACOBAHUSI.

[TpoeKT TOKYMEHTa OTKJIOHSIETCS JIMOM, COTJIACYOIIUM JOKYMEHT, B CITyYasX:

HAIAYMS CYLIECTBEHHBIX 3aMEYAaHUI TI0 MPOEKTY TOKYMEHTA,

HECOIACUS C TPOEKTOM TOKYMEHTA.

6.10.HecornacoBaHHbIi MPOEKT JOKYMEHTa TPeOyET TOPaOOTKH MO BBICKA3aHHBIM
3aMeYaHusIM, epeoPOPMIICHUS U TIOBTOPHOTO COTJIACOBAHUSI.

6.11.Ecnu npu nopaGoTke MpoekTa JOKYMEHTA UCIIOTHUTENb TPUHAMAET PELIEHUE
HE YUYMTHIBATH 3aMEYaHUE (3aMEYaHMsl) Jula (i), y4aCTBOBABLUIMX B COIJTACOBAHMH,
VCIIOJTHUTENIEM TOTOBUTCS PEECTP HEYUTEHHBIX 3aMEUYaHWi, KOTOPBI BMECTE C MPOECKTOM
JOKYMEHTA  MPEACTaBISETCS  PYKOBOAMTENXO  OpPraHu3allid  WJIM  HWHOMY
YIIOJTHOMOYEHHOMY MM JOJDKHOCTHOMY JIMILY, MOJAMMCHIBAOMIEMY (YTBEPXKAAOIIEMY )
JOKYMEHT. PeecTp HEyYTEeHHBIX 3aMEuUaHWil MOJANUCBHIBACTCS  PYKOBOAMTEIIEM
CTPYKTYPHOTO MOAPA3AEICHUSI-UCIIOTHATES.

6.12.Pemienne 0 TOM, NMPUHUMATH WU HE NMPUHAMATh HEYUYTCHHBIC 3aMEYaHWs
npuHuMaeT HayanbHUK MKY YO.

B cnywae ecnu HavanmeHuk MKY YO npuHMMaeT pemieHHe 0 HEOOXOIUMOCTH
YYECTh 3aMEYaHMsl, OTKIIOHEHHBIC MCIIOJIHUTEIEM, UCIOMHUTEND A0Pa0aThIBAET MPOCKT
JOKYMEHTA B COOTBETCTBHH C BBICKA3aHHBIMH 3aMEYAHUSMHU.

Ecnu wHavanpnuk MKY VO corjamaercds ¢ MHEHUEM HCIOJHUTENSA, OH
NOJAMUCHIBACT (YTBEPKAACT) JOKYMEHT.

6.13.JIOKyMEHTBI, HW3JAaBACMbIE OT HMMEHW OPraHU3alUK, NOANUCHIBAKOTCS
PYKOBOAMTENEM OpPraHU3alUy WJIA HHBIMH YIOJHOMOYECHHBIMHU WM JOJKHOCTHBIMHA
JULAMH (3aMECTUTENSIMA PYKOBOAMTENST OPraHU3ALMKA, PYKOBOJIUTENSIMA CTPYKTYPHBIX
NOpa3Ac/ICHUI, HHBIMU JOJKHOCTHBIMM JIMIIAMU B COOTBETCTBUM C MX KOMIECTCHLIUCH,
ONPEACTAEMOM JTOBEPEHHOCTSIMU Ha BBIMOJIHCHUE OMPEACTICHHBIX NCHCTBUH OT MMEHHU
OpraHu3alyiy, BHyTPEHHUMHU HOPMATUBHBIMU JOKYMEHTAMHU OPraHUu3alun ).

6.14.0OtnenbHbIE BUABI BHYTPEHHUX JAOKYMEHTOB (CIy:KEOHBIE, OOBICHUTEIIBHBIE
3aMMCKM) HA WMS PYKOBOAMTENS CTPYKTYPHOIO TMOAPA3ACIICHUS TMOANMCHIBAOTCS
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UCTIOJTHUTENIEM (COCTABUTEJIEM ), €CITM PA3PELIACMBIE TIPU 3TOM BOMPOCHI HE BBIXOAT 32
MPEAEIIbI €10 KOMIETEHIUH.

6.15.JIOKYMEHTBI, HAITPaBJISIEMBIE B BBICILIME OPraHbl FOCYAAPCTBEHHON BIACTH, HA
UMsl TIEPBBIX PYKOBOAMTENEH (penepanbHbIX OpPraHoB MCIOIHUTEIBHOW BIACTH,
pykoBoauteneit cyObekToB Poccumiickoii ®enepaumm W 3apyOekKHBIX TOCYIApCTB,
MOANKCHIBAKOTCA PYKOBOJMTENEM OPraHU3aldd WU  JIMLOM, HCIOJHSOMUM €ro
00513aHHOCTH.

6.16.JIOKYyMEHTBI, HampaBJIIEMbIE B  MOJBEIOMCTBEHHBIE W  CTOPOHHME
OpPraHu3alyy, TOANMMCHIBAOTCI 3aMECTUTENSIMU PYKOBOJMTENS OPraHU3allMy, WHBIMU
JNOJDKHOCTHBIMH JIMIAMHA OPraHMA3alMKd B COOTBETCTBHM C NPEIOCTABICHHBIMH WM
MTOJIHOMOYHSIMH.

6.17.JIOKyMEHT MOANMKCHIBAECTCS ABYMs MU OOJee JIMIAMU, €CII 32 COACPYKAHUE
JOKYMEHTA  HECYT  OTBETCTBEHHOCTb  HECKOJIBKO  PAOOTHHKOB  (JOKYMEHTHI,
NOJTOTOBJICHHBIE HECKOJIBKUMHM TMOAPA3ACICHUSMU WM OpraHusauusMu, padodei
IPyNNoi, KOMUCCHEH).

6.18.IToanuceiBacTCs, Kak MPaBWIIO, OAMH JK3EMIULIP NOKYMEHTa. COBMECTHBIN
JIOKYMEHT MOANMCHIBACTCS B KOJIMYECTBE, COOTBETCTBYIOIIEM KOJIMYECTBY OPraHU3alui,
CO3JABIUUX JTOKYMEHT.

[Ipn HampaBneHUM MNHCbMA WM BHYTPEHHETO WH(POPMALMOHHO-CIPABOYHOTO
JIOKYMEHTA HECKOJIbKUM ajpecaraMm (He Oojee YeThIPeX) MOAMUCHIBACTCS KasKIbIi
OTIPABIIIEMBIA SK3EMIUIAP JOKYMEHTA.

6.19. Y TBEp:KIEHAE TOKYMEHTA ITPOU3BOIUATCA:

HEMOCPEACTBEHHO PYKOBOAUTENEM - TPOCTABJICHUEM COOCTBEHHOPYYHO!H MOAMUCH
B rpu(e yTBEPKIACHHUS,

MPUKA30M OPraHU3aLUH.

6.20. Y TBEp)KIArOTCS TPABUIIA, MOJIOKEHUS], THCTPYKLUHHX, PETJIAMEHTBI, HEKOTOPBIE
BHUJIbl AKTOB, IUIAHBI, TPOrPaMMbl M APYTHE AOKYMEHTBI, YCTAHABIWBAIOIIME HOPMBI
W/WJIHA PACCUMTAHHBIC HA AJUTENBHOE MPUMEHEHHE (TprsioxkeHne Ne 10).

6.21.IToanuck PyKOBOAWTENS OPraHU3AlMU WIM WHOTO YIOJHOMOYEHHOTO WM
JMIa Ha AOKYMEHTAX, TPEOYIOIMUX 0COO0ro yAOCTOBEPEHUSI UX TOIMHHOCTH, a TAKXKe
HA KOMUSAX JOKYMEHTOB W BBIMUCKAX U3 JOKYMEHTOB 3aBEPSCTCS MEYAThIO (IPUIIOKEHUE
No 11).

PykoBomuTens oTAena KaapoBOil M MpaBoBOi pabOThl MPH BU3MPOBAHHUU MPOCKTA
JOKYMEHTA TPOBEPSAET €ro COOTBETCTBUE NEHCTBYIOILEMY 3aKOHOIATENBCTBY, a TAKKE
MPABUIILHOCTH CCHIJIOK HA HOPMATUBHBIE TOKYMEHTHI.

6.22. Bu3bl NPOCTABIIAIOTCS Ha 00OPOTE MOCAEAHETO JUCTA MOAIMHHUKA MPUKa3a
1o cyieayrouieit popme:

[TpoekT npukaza BHOCUT (ITOATOTOBRJIEH):

JIOJIDKHOCTD UCIIOJIHATEIS MOITHUCH N.O. Gamunus
COI'JTACOBAHO:
J1OJIDKHOCTB MOIITHUCH N.O. Gamunus

7. Opranuszanus 10KyMeHT0000poTa
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7.1.JIo0KyMEHTOO0OPOT BKJIIOYAET BCK IMOCIECIOBATEILHOCTh MEPEMELICHUN
JOKYMEHTOB, a TaKKe OMNEPAlMHU, COBEPIIACMBIE C JOKYMEHTAMU B MpPOILECCE WX
CO3JAaHMs M WCHOJHEHUS (MOJNyYECHHE, OTNpPaBKa, MPEIBAPUTEIBHOEC PACCMOTPEHUE,
PETUCTpPALUsL, PACCMOTPEHUE PYKOBOJIUTEIIEM ).

7.2.1leny opraHuMzanMyM JOKYMEHTOOOOpPOTa - OO0ECIEUEHUE CBOECBPEMEHHOIO
OPUHATHAS YIPABICHYCCKUX PEIICHUH W X WCIOJHEHUWS. 3ajada JOKYMEHTooOOopoTa -
OpPraHM30BaTh JBM)KCHUE TOKYMEHTOB 10 HAMMEHEE KOPOTKOMY NMYTH C MUHUMAIBHBIMU
3arpataMM TpPyJa W BPEMEHHM, B YCIOBHUSX 3JEKTPOHHOIO JOKYMEHTOOOOpOTa -
o0ecnevynTh JOCTYN K JOKyMEHTaM mnofb3oBarensM COJl B COOTBETCTBHH C
NPEIOCTABICHHBIMA UM ITPaBaMH.

7.3.B ycnosusx npumenenus COJ1 B OpraHu3anuy MCIONb3YHOTCS JJIEKTPOHHBIE
JOKYMEHTBI, & TaK)XE D3JIEKTPOHHBIC KOMHHM JOKYMEHTOB, IMOJIYYCHHBIE B PE3YJIbTATE
CKaHWPOBAHUS JTOKYMEHTOB Ha OyMaXHOM HocHTene. J[OKyMEHTBI OpraHu3anu,
UMEIOINE BPEMEHHBIE CPOKM XpaHeHus (10 10 JeT BKITFOUMTENBHO) MOTYT CO3/1aBaThCs,
XPaHUTBCS U UCTOIB30BATHCS UCKITFOUMTEILHO B (POPME SNEKTPOHHBIX JOKYMEHTOB.

[lepeueHp  MTOKYMEHTOB, CO3JABAacMbIX, XPaHUMBIX W  HCIOJB3YyEMbIX
UCKITIOYUTENBHO B (POPME BJIEKTPOHHBIX JOKYMEHTOB, YTBEP)KIACTCS HAYATBHUKOM
MKY VO.

7.4. Opranuzanus JOKyMEHTOO00OpOTa OCHOBBIBAETCS HA TPUHIIMIAX

LHEHTPATIM3AUUHN ONEPALNIA O MPUEMY U OTITPABKE JOKYMEHTOB;

pacnpencneHusl JAOKYMEHTOB HA JOKYMEHTOIOTOKHM, WMEKIIUE OJUHAKOBBIN
MapLpyT (MapLpyTH3aLUs TOKYMEHTOB),

OpPraHM3aLMA MPEABAPUTEIBHOTO PACCMOTPEHUS BXOIAINX JOKYMEHTOB;

WCKJTIOYCHHsI BO3BPATHBIX JIBHXKEHUI JOKYMEHTA, HE OOYCJIOBIEHHBIX ACTOBOM
HE0OXO0IMMOCTHIO;

OJTHOKPATHOCTH PETUCTPALMN JOKYMEHTOB,

yCTPaHEHHS! HEOOOCHOBAHHBIX COTTTACOBAHU MPOEKTOB JOKYMEHTOB;

BPEMECHHON pErNaMeHTallMd Onepanmii mo oO0paboTKe, PACCMOTPEHUIO U
COMIACOBAHUIO JOKYMEHTOB.

7.5.B  1OKYMEHTOOOOpPOTE€ OpraHM3aly BBIICISIOTCS  JOKYMEHTOMOTOKH:
BXOJAIME (MOCTYMAIINAE) MOKYMEHTBI, HCXOASAMME (OTHPABISEMBIC) ITOKYMCEHTHI,
BHYTPEHHUE JOKYMEHTHL. B cocTaBe BXOMAIMX U UCXOASIINX JOKYMEHTOB BBIICISFOTCS:

JOKYMEHTBl ~ OPraHOB  TOCYJAapCTBEHHOW  BIACTH, OPraHoB  MECTHOTO
CaMOYTPABJICHUS,

JOKYMEHTHI (DUJIMANIOB M TEPPUTOPUAIILHO OOOCOOJEHHBIX MOAPA3ICICHUIA;
JOKYMEHTBl M3 TOCYJApCTBEHHBIX M HETOCYJAPCTBEHHBIX OPraHU3aLMN; 3ampocChl
nenytatoB ['ocymapctBeHnoit Jlymbl m uneHoB Cosera @encpanuu, AENyTaTOB
3aKOHOJATENBHBIX OpPraHoB cyObekTOoB Poccuiickoil ®denepanyii 1 OpraHOB MECTHOTO
CaMOYTPABJIEHUS; OOpALLEHUS TPAXK/IAH;

JOKYMEHTBl W3 NPABUTEIBCTBEHHBIX M HEMPABHTEIBCTBEHHBIX OpraHHU3aLni
3apyOeKHBIX CTPaH W JIPYrHe IPYyNIbl JOKYMEHTOB.

7.6.JlocTaBka H OTNpaBKa JOKYMEHTOB B OPraHM3ALMAKA OCYIIECTBISIOTCS
CPEICTBAMHM TIOYTOBOW CBSI3H, (ENIbIABETEPCKON M KYPbEPCKOH CBSI3M, HAPOUYHBIMU M
PA3NMYHBIMA  BUJAMH 3JEKTPOCBA3HM ((pakcumuiibHas, Ttenerpaduas, TtenedoHHas,
AJNIEKTPOHHAS TOYTa, CHCTEMA MEKBEIOMCTBEHHOTO JJIEKTPOHHOTO JOKYMEHTOOOOpPOTA
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(M3 10), C21).

7.7.B opraHuzanuio JOCTABISETCS KOPPECIOHACHIUS B BUJE MUCEM, IMOYTOBBIX
KapToueK, OaHAEpOJCH M MAaKeTOB, NEYATHBIX WM3JaHWM, Tenerpamm, (akcorpamm,
TeneQOHOrpamMMm, 3JIEKTPOHHBIX JOKYMEHTOB U 3JICKTPOHHBIX KOMUH JOKYMEHTOB.

7.8.1lpuemM NOKYMEHTOB OCYUIIECTBISIETCS CeKkpeTapem pykoBomutens MKY VO.
JIOKYMEHTBI, IOJyYeHHBIE PAOOTHUKAMH OT JPYTHUX OPraHU3ALMN, TAKXKE NEPEIATCS B
npueMHyt0o MKY YO ans peructpanuu u/uinu ydera.

7.9. Bce mnocrynuBmme B MKY VYO 10KyMEHTBI TOANEKAT NEPBUUYHON
00paboTKe, BKIIOYAIOLIEH:

MPOBEPKY NPABUIBHOCTH JOCTABKA JOKYMEHTOB, IMPOBEPKY LEIOCTHOCTH
VIIAKOBKH (KOHBEPTOB, MAKETOB), BCKPBITUE YMAKOBKH (32 MCKIIOYEHHUEM KOHBEPTOB,
NAKETOB C MOMETKOM «JIMuHO» M rpadaMu OrpaHUYECHHS JOCTYIA K TOKYMEHTY ),

MPOBEPKY LETOCTHOCTH BXOJSIIMX JOKYMEHTOB, BKJIKOYAs TTPUIIOKECHUS,

YHUYTOXKEHUE KOHBEPTOB, MAKETOB WJIA YIIAKOBKH;

MIPOCTABJICHAE OTMETKH O MOCTYIUIEHUM JOKYMEHTA B OPraHU3ALUIO.

7.10. OmmO04YHO NOCTABNEHHBIE TOKYMEHThI NEPECHUIAIOTCS MO HA3HAYCHUIO WITA
BO3BPALLAIOTCS OTHPABUTENH). [JOKYMEHTBI, MTOCTYIHUBIINE B NMOBPEKICHHON YIIAKOBKE,
MPOBEPSIOTCS HA LUEIOCTHOCTD, B TOM YMCIIE HA HAUTMYME MEXAHUYECKUX TTOBPEKACHUA.

[TouToBBIE OTIPABIICHUS, HECTAHAAPTHBIC MO BECY, pasMepy, (popme, UMErOLIHe
HEPOBHOCTH MO OOKaM, 3aKJICCHHBIC JIMMIKOM JIEHTOM, UMEIOIINE CTPAHHBIN 3anax, IBET,
NPEANONOKATENIBHO  MMEIOIIUE  BIOYKECHHS, HE  XaPAKTEPHBIE IS MOYTOBBIX
OTNPABJICHUN, HE BCKPHIBAOTCI. O TMONYYEHUM MOAO3PUTEIBHOTO  IMOYTOBOIO
OTIPaBJICHHAS JOKJIAbIBACTCS PYKOBOAUTENIO OT/ENA KQAPOBOH M MPABOBOM paboTHI.

7.11.1lpx MOCTYIUIEHWM BXOASWIETO JOKYMEHTA B TOBPEXKICHHOW YIAKOBKE,
NOBPEKACHUM JOKYMEHTA, P OTCYTCTBUM B KOHBEPTE (MAKETE) JOKYMEHTA, €r0 4acTh
WM TPUJIOKEHUANA K HEMY,  TAK)KE MPU OTCYTCTBUM MOMAIMCH HA BXOJALIEM JOKYMEHTE
COCTaBJISIETCS AKT B JBYX SK3EMIUISIPAaX HA OyMa)KHOM HOCHUTEIIE, OANUCHIBACMBbIHA TBYMS
pabOTHHKAMU OTAENA KaJpOBOil M MPaBOBOH PadOTHI.

OnuH 3K3eMIUP aKTa BMECTE C BXOIAIIMM JOKYMEHTOM M €r0 MPHIIOKCHHUIMHU
NEPENACTCS HA NMPEABAPUTEIILHOE PACCMOTPEHUE M PETHCTPALMIO, BTOPOW 3K3EMILIAP
AKTa BBICHUIACTCS OTIPABUTEINIO.

7.12.KoHBEPTHI, MAaKETbl WM VYIAKOBKA COXPAHSIOTCS W MNPUIAraroTcs K
BXOJISIILMM JOKYMEHTAM B CIy4asx:

€CJIM TOJIBKO MO HUM MOYKHO YCTAHOBUTB OTIIPABUTEIIS UM ATy OTIPABICHUS,

€CJIM BXOIAIIMA JOKYMEHT IMOCTYIHJI TMO3KE YKA3aHHOTO B TEKCTE JOKYMEHTA
CPOKa MCIIOJTHEHUS WU 1AThl MEPOITPUATHS,

npu  OONBIIOM PACXOKICHUM MEXKAY JaraMu MOANHCAHWS W Oy YCHHS
JIOKYMEHTOB.

[Tocne 3aBepuicHust pabOTBI ¢ AOKYMEHTOM KOHBEPT BMECTE C AOKYMEHTOM
MOMEIIACTCS HA XPAHEHUE B JEII0.

7.13. KoHBepThl (MaKeThl), UMErOLMe OTMETKY «Jluuno» («Private»), rpudsl
OTPAaHMYEHUS JOCTyNa K JOKYMEHTaM, COACPXAllMM CBEICHUS KOH(PHUICHIIMAIBHOTO
XapakTepa, HE BCKPBIBAKOTCS U NIEPENAFOTCS:

¢ oT™MeTKOM «JInuHo» («Privatey) - HENOCPEACTBEHHO aIpecary,

¢ rpudamm OrpaHudcHusi n0CTyna — pPaOOTHHKY, B OOS3aHHOCTH KOTOPOTO
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BXOIUT 00pabOTKa JOKYMEHTOB, COJAEP)KAIMX CBEACHUS KOH(UIACHIIMATBLHOTO
Xapakrepa.

7.14.BXoadmume  SIEKTPOHHBIE  JTOKYMEHTBI, TOCTYIMBIIME OT  JPYIUX
OpraHu3alyid 1Mo EKTPOHHOH noute, mocpeactsoM COJ1 w/mnun M3BJIO npuHUMaroTcs
OTJIEJIOM KaapoBOi 1 mpaBoBoi padoTel (mpuemHas MKY YO).

DNEKTPOHHBIE JOKYMEHTBI, MOCTYITMBILHAE 1o WH(}HOPMALMOHHO-
TEICKOMMYHUKALMOHHBIM KaHAJIAM W TMOANHMCAHHBIC YCUJIEHHOW KBaM(PUUIMPOBAHHOM
MOANKCHID, BKIKOYarOTCA B CDOJ] mocie MNpOBEPKHA BIEKTPOHHOM TMOANMCH H
MOATBEP)KACHUS €€ NEHCTBUTEIBHOCTH, SJEKTPOHHBIE AOKYMEHTBI, MOCTYNHMBIIME OT
JPYTUX OpraHu3alnii 10 DOJEKTPOHHOW MOYTe€ W MOANUCAHHBIE YCWICHHOH
HEKBATM(PMIIMPOBAHHON MOANMMCHI0 WM MPOCTOH JJIEKTPOHHON MOANKMCHEO, MPOXOMST
MPEABAPUTEIIBHOEC PACCMOTPEHUE W BKIOHAOTCs B CDOJl NMpu HamM4Yuum  MEKITY
OpPraHM3alMEH-OTIPABUTENEM M OPraHu3alueii- MoaydyaTesieM CoTnameHus 00 oOMeHe
BIEKTPOHHBIMU JOKYMEHTAMM, ITOANMCAHHBIMU COOTBETCTBYIOLIEH MTOAUCHIO.

7.15.1lepBuunas 00paOOTKa 3SJIEKTPOHHBIX JOKYMEHTOB, MOJYYEHHBIX MO
WH(OPMALMOHHO-TEICKOMMYHUKAMOHHBIM ~ KaHajlaM  CBsI3W  (RJIEKTPOHHAS — T0YTa,
M3JIO, caiT opraHM3anMM) OT JAPYyrMX OpraHu3aumid HM  TpaKAaH, JOJDKHA
COOTBETCTBOBATH TEXHOIOTMH PAOOTHI ¢ BXOIAIMMH JOKYMEHTAMHU.

7.16.1lepBuuHas 00pabOTKa JOKYMEHTOB 3aBEPINACTCS WX PACHPEIACIICHUEM
(COPTHPOBKOI1) HA PETUCTPUPYEMBIE W HEPETUCTPUPYEMBIE.

7.17.Peructpauus BXOJAMIMX JOKYMEHTOB OCYILECTBISETCS HE3aBUCUMO OT
cnoco0a uxX 10CTaBKK OAWH pa3: B npuemMHoil MKY YO.

JIOKYMEHTBI, TOCTYNAKOUIME W3 JAPYTMX OPraHu3alMii HEMOCPEACTBEHHO B
CTPYKTYPHBIE MOAPA3IEICHHS, HO TPEOYIOIME PAaCCMOTPEHUSI PYKOBOJCTBA, EPEAAKOTCS
JUISl PETUCTPALIAA U MPEABAPUTEIILHOTO PACCMOTPEHUs B npueMHyr0 MKY VYO.

7.18.Peructpanus  BXOMAIIMX JOKYMEHTOB OCYLIECTBISIETCS B JE€Hb HX
NOCTYIUICHUS WM Ha CICAYOIIMA pabouuii I€Hb MPU NOCTYIUIEHUW JOKYMEHTOB B
KOHIIE pa0d0oyvyero AHs WIKA B HEpabouee BpEMSL.

Peructpanust oOpamieHuid rpakaaH OCYIIECTBISIETCS B TEUEHUE TPEX IHEH ¢
MOMEHTA MOCTYIUICHUS OOpAlCHHUS.

7.19.CBeneHrAss O TIOCTYIMBILUEM JOKYMEHTE BHOCATCS B JJIEKTPOHHYIO
peructpaunoHHyro Kaprouky (OPK) C3Jl wimm perucTpanmoHHO-yYETHYHO (OopMy Ha
OyMa>KHOM HOCHUTEJE, a MOCTYNMHUBIIEMY JOKYMEHTY MPHCBAMBACTCS PETUCTPALMOHHBIN
HOMED.

PerucrpanoHHbIE HOMEDP BXOIAILETO JAOKYMEHTA COCTOMT M3 MOPSIKOBOIO
HOMEpa TOKYMEHTA B MpeJesiax KaJICHAAPHOTO rojld, KOTOPbIH MOKET ObITh JOMOJIHEH
nU(pPOBEIMU WM OYKBEHHO-LIM(PPOBBIMH KOJaMU (MHACKCAMM) MO HWCHOJb3YEMBIM
KJIacCu(puKaTopam.

7.20.Ha Bcex 3aperucTpupOBaHHbIX JOKYMEHTAX, 38 UCKIOYEHUEM JTOKYMEHTOB,
NOCTYNUBIIMX B (POPME BIECKTPOHHBIX JOKYMEHTOB, NPOCTABJISIFOTCS OTMETKH O
MOCTYIJIEHUM JOKYMEHTA B OpraHu3auuio. B OTMETKE O MOCTYIUIEHWM AOKYMEHTA
(UKCUPYIOTCS 1aTa MOCTYIUICHUS (TPH HEOOXOAMMOCTH - BPEMSI OCTYIUICHUS B 4acax U
MUHYTAX) A BXOIALINIA PETUCTPALIMOHHBIA HOMEDP JOKYMEHTA.

7.21. KoppecnoHACHIMS HA WHOCTPAHHBIX S3BIKAX, aJpPECOBaHHAs PYKOBOJCTBY
OPraHu3alyy, TOCJE PETUCTPALMM MEPEAACTCS B COOTBETCTBYIOLIEE CTPYKTYPHOE
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noapazaeneHue wim padotauky MKY YO mis mepeBoja v mociaeAyrolei nepeaadn Ha
pacCMOTpEHUE pPYKOBOACTBA. MHasg KOpPPECHMOHAEHUMS HA WHOCTPAHHBIX S3BIKAX
NEPEAACTCS MO HA3HAYECHUIO HEMIOCPEACTBEHHO B CTPYKTYPHBIE MTOAPA3ACTICHUS.

7.22.1lpenBapuTenbHOEe PACCMOTPEHHE NPOBOAMTCA B LENSAX PacHpencicHus
NOCTYNAKIIMX B  OpPraHW3aluil0 JOKYMEHTOB Ha TpeOyromme  00s3aTenbHOro
pPaccMOTpPEHUsT PYKOBOACTBOM OPraHM3allMM W HAIpPABISEMBIE HENOCPEACTBEHHO B
CTPYKTYPHBIE MTOAPA3ACIICHHUSI.

7.23.1IpenBapuTenbHOEe PACCMOTPEHUE BXOAAIIMX JOKYMEHTOB OCYIIECTBIISAETCS
B npuemMHoit MKV YO.

[TpenBapuTesibHOE PACCMOTPEHUE MOXKET TPOBOAMTHCS 10 PETUCTPALMH B CITy4dae
NOCTYIUICHUS ~ JTOKYMEHTOB C  OTMETKaMH, TPeOyIOMMMH  HE3aMEIIUTEIBHOTO
PacCMOTPEHUS U UCTIOJIHEHMS TOKYMEHTA.

7.24. 1lpenBapuTeNnbHOMY PACCMOTPEHMIO TMOJUIEXKAT BXOISALIME JAOKYMEHTHI,
aPECOBAHHBIE B OPTraHU3ALMIO U HA UMS €€ PYKOBOIUTEIIS.

JIOKYMEHTBI, aIpPECOBAHHBIC MOAPA3ACICHUAM, PYKOBOJMUTEISAM IOAPA3ACICHUMA
U CHCHHAATIUCTAM, NEPEIAOTCS B CTPYKTYPHbIE MOAPA3AciicHUss 0€3 MPeABAPUTEIBHOTO
PaccMOTPEHUSI.

7.25.11penBapuTEeNbHOE PACCMOTPEHUE OCYIIECTBISIETCS HCXOAS W3  OLECHKH
COIEPKAHUSL BXOIALIMX JOKYMEHTOB, C YYETOM YCTAHOBJICHHOIO B OpraHu3aluu
pacnpeaeneHusi QYHKIMOHATIBHBIX 00sI3aHHOCTEH MEXIY PYKOBOJWUTEIIEM OPraHu3aliu,
€r0 3aMECTUTEIISIMH, PYKOBOJUTEISIMUA CTPYKTYPHBIX MTOAPA3ACIICHUANA.

7.26. Ilo  pe3ynbratam  MPECABAPUTEIBHOTO  PACCMOTPEHUS  JOKYMEHTHI
pacnpenensoTCs Ha JOKYMEHTONOTOKH, HAITPABISEMBIE

Ha paccmoTpenure HadanbHka MKY YO (10KyMEHTBL, TOCTyNAOIME U3 OPraHOB
rOCYJApCTBEHHOW BJIACTH, OPraHOB MECTHOIO CaMOYIPABICHUS, JOKYMEHTHI TI0
Han0oJee BAKHBIM U TPUHLIAMUAIBHBIM BOIPOCAM JEATEIIBHOCTH OPraHUu3alum ),

HA PAcCMOTPEHUE 3aMECTHUTEIECH HavaabHUKA (JOKYMEHTHI MO HAMPaBJICHUSM
JESATEIIBHOCTH, KYPAPYEMBIX COOTBETCTBYIOIIMMH 3aMECTHTEIISIMHU ),

Ha PACCMOTPEHUE PYKOBOJMTENEH CTPYKTYPHBIX MNOAPA3ACICHUNA, TJIABHBIX H
BENYIIMX CIELMATUCTOB;

HA PAaCCMOTPEHUE M HCIOJHEHWE B CTPYKTYPHBIE MOAPA3JACICHUS  T10
HAITPABJICHUAM UX JEATEIIbHOCTH.

7.27. JOKYMEHTBI, TIOCTyNarOImMe Ha OyMa)KHOM HOCHTENE, TMOCIE HX
peructpauuu, BKIOUeHHs B COJl B BHAE BNEKTPOHHBIX KONHMA M PACCMOTPEHHUSA
PYKOBOJCTBOM TMEPEAAIOTCS B COOTBETCTBYIOIIME CTPYKTYPHBIE IOAPA3JACIICHUS Ha
UCITOJIHEHHE.

Jnga ¢ukcaumm (axkrta nepenaud BXOAAINMX JOKYMEHTOB M HMX KONHWHA Ha
OyMaKHOM HOCHTENE MCIIOJHHUTEISAM B CTPYKTYPHBIE TMOAPA3ICICHHAS HCIOJIBb3YETCS
JKypHaI (peecTp) nepeayn JOKyMEHTOB.

7.28.11pn OyMaXHOM JOKyMEHTOOOOPOTE MOJIMHHUKK BXOAAINUX JTOKYMEHTOB,
B CJy4Ya€ HA3HAUCHHsS HECKOJbKUX WCIIOIHUTENEH TMEPEAArOTCs OTBETCTBEHHOMY
VCITOJIHUTEITO, OCTAIBHBIM UCITOJIHUTEISAM MEPEAAOTCS  KOMUU TOKYMEHTOB.

7.29.Ucxopamme OOKYMEHTBI, 3aBU3MPOBAHHBIE BCEMM 3aUMHTEPECOBAHHBIMU
JMUAMU A TIOANMCAHHBIE PYKOBOAWTEIEM WM HWHBIM YIIOJIHOMOYEHHBIM WM JIMLOM,
peructpupyrorcs B npueMHoii MKY YO.
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7.30. Peructpanust MCXOASIIMX TOKYMEHTOB OCYIIECTBIISIETCS B ICHD MOANUCAHUS
WIA Ha Cleayrommid pabounii JeHb, €CIM JOKYMEHTHlI ObUIM TOJAMMCAHBI B KOHLE
padouero qHs UK B Hepabouee BpeMsl.

7.31. PerucTpauoHHbIi HOMEP HMCXOAAINErO AOKYMEHTA JOJDKEH COCTOSITH M3
KOJOB (MHIEKCOB) B COOTBETCTBMM C TMPUMEHSEMBIMH KJIAaCCH(PUKATOpaMU U
NOPSAKOBOr0 HOMEPA JOKYMEHTA B MPEENAX KaIeHIapHOrO roja.

Jlara perucTpauMl W PETUCTPALMOHHBIA  HOMEpP NPOCTABJISIOTCS  HA
OTIPABJISIEMOM JOKYMEHTE, a TAK)KE HA KOMHM MCXOIALIETO JOKYMEHTA, OCTAKOLICHCS B
Aene.

7.32. Vcxoaammii TOKyMEHT, MOANMCAHHBIN PYKOBOAWUTEIEM OPraHU3ALMANA WU
WHBIM YIOJHOMOYEHHBIM UM JOJDKHOCTHBIM JIMLOM, MEPEAACTCS HAa OTHPABKY, KOMUs
JOKYMEHTa Ha OYMaXHOM HOCHTEJIE C BU3aMM MOMEIIAETCS B JIENO B COOTBETCTBHH C
HOMEHKJIATYPOH HEI.

ONEKTPOHHBIE JOKYMEHTHI MOCJE WX MOANUCAHUS SJIEKTPOHHON MOAMUCHIO U
OTIPaBKH aapecaTy xpaHarcs B 6ase ganHbix COJI.

7.33.B 3aBHCHMOCTH OT COJEP)KaHUS M CPOUYHOCTH TOKYMEHTHI, OTIPABIISIEMbBIC
W3 OpraHu3aluu, AOCTaBJISIOTCS aapecartaM CPEeICTBaMU MOYTOBOM, (erbaberepeKoi
CBSI3M, CHELCBA3M, KypPbEPOM, 3KCHPECC-TIOUTON, a TaKXKe MEPEAAOTCS MO KaHalIaM
ANEKTPOCB3H ((pakcuMuiibHas CBsi3b, Tenerpad, tenedon, snekrpoHHas noura, M3/10,
C210).

OOpaboTka KOPPECTIOHACHIIAN TSl OTITPABKH MOYTOBOM CBS3BEO OCYIIECCTBIISIECTCS
B COOTBETCTBUU C [IpaBunaMu oka3aHus yCIIyT OYTOBOM CBA3U

7.34. JIOKYMEHTBI, HE UMEIOINUE AAPECHONW YaCTH, MPUHUMAIOTCS HA OTIPABKY C
COMPOBOJAUTENILHBIMM ~ NUCbMAMKM (3@ MCKJIFOYCHHEM KOMWA  PacnopsauTENbHBIX
JOKYMEHTOB, HAITPABIIIEMBIX B MTOABEAOMCTBEHHBIC OPTaHUA3ALINH ).

HenpaBuiibHO 0QOpPMIIEHHBIE JTOKYMEHTHI W KOPPECHOHIAEHLIMS HECTY>KEOHOTO
XapakTepa K OTIMPABKE HE MPUHUMAIOTCS U BO3BPAILAIOTCS UCTIOTHUTEITO.

JIOKyMEHTBI, OUICKAIIME OTIPABKE, AOJKHBI 00pabaThIBaThCS U OTHPABISATHCS
B JICHb MX MOJANMCAHUS U PETUCTPALMU WM HA CIEAYOMUI pabounii 1CHb.

7.35.J10ChIIKA WM 3aMEHA PAHEE OTIPABJICHHOTO JOKYMEHTA OCYLIECTBIISIETCS
N0 YKa3aHMIO JIMIA, MOAMUCABIIETO JOKYMEHT.

7.36.11pox0okAcHHE BHYTPEHHUX JOKYMEHTOB Ha JTamax HMX MOATOTOBKH M
oopMIIEHUS JOJHKHO COOTBETCTBOBATH MPOXOXKICHUIO UCXOASIIMX JOKYMEHTOB, & Ha
3Tane UCMOJHEHUS - BXOAAIMMUX TOKYMEHTOB.

7.37.11paBuiibHO  OPOPMIICHHBIE MPHKA3bl, PACHOPSLKEHMS TEPEAAOTCS  Ha
NOJMUCH PYKOBOJMUTENIO OPraHUA3alMK WM HHOMY YIIOJTHOMOYEHHOMY UM JIALLY.

7.38.1loanMcanHble TPUKa3bl, PACHOPSIKEHUS 1O OCHOBHOH JIEATEIBHOCTH
PETUCTPUPYIOTCS B OTAETIE KAAPOBOM M MPABOBOM PabOTHI.

[Tpukazam, pacnopsbKEHHSIM 1O OCHOBHOH —JEATEIBHOCTH MPUCBAWBAKOTCS
NOPSAAKOBbIE HOMEpa (MO KaXAOH Trpynmne MOKYMEHTOB OTACIbHO) B MpeAenax
KaJeHAapHOro roja. [lopsakoBeIii HOMEP AOKYMEHTA MOKET TOMOIHATHCS OYKBECHHBIM
wii  UUM(QPOBBIM  HMHIEKCOM,  O0O3HAUAKOMM  MPUHAMJIEKHOCTh  JTOKYMEHTa
COOTBETCTBYIOILIEH TPYIIE JOKYMEHTOB.

7.39.110AMMHHUKA TPUKA30B (PACMOPSHKEHUI) MO MECTy HMX PETUCTPALUAA
(opMUPYIOTCS B A€fIa B COOTBETCTBUM C HOMEHKIATYPO# €] OPraHUu3aLuu.
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Komuun npuka3oB, pacnopsoKeHHMA pacChUIArOTCS MCHOJHUTENSIM W UHBIM
3aMHTEPECOBAHHBIM JIMIAM B 3JEKTPOHHOM (opMe mnu Ha OyMa)KHOM HOCHUTENE B
COOTBETCTBUM C YKA3ATEIEM PACCHUIKH.

Komuu mnpukaszoB, pacnopsskeHHM, pacchllacMble Ha OyMaKHOM HOCHTETIE,
3aBEPSAIOTCSA B COOTBETCTBUM C HACTOSAIIEH HHCTPYKIIAEH.

IIporokonel  3acemaHuii, COBEIIAHWM, MPOBOAWUMBIX  KOJUIETMAJIbHBIMU
(CoBEIIATENbHBIMKM) OpPraHaMH, KOMHUCCHSIMM WM B CTPYKTYPHBIX TOAPA3ICICHUIX
OpraHM3alyiK, PETUCTPUPYIOTCS B MOAPA3ACICHUIX, OTBETCTBEHHBIX 3a OPraHU3ALMI0 U
npoBecHUe MeponpusaThs. Konuu Takmx TPOTOKOJOB TOTOBATCS K PACCBUIKE W
PACCBUIAKOTCS CTPYKTYPHBIM TMOJPA3ACTCHUEM, OTBETCTBEHHBIM 33 OPraHU3ALMID W
POBEICHUE MEPOTIPUSATHSL.

7.40.1IpoTOKOJIaM ~ TPUCBAMBAKOTCA  MOPSJKOBBIE  HOMEPA B MpEAeiax
KaJIEHAAPHOTO ro/la WIK NMeprojaa padoThl BPEMEHHOM paboueil rpymibl (KOMUCCHH) M0
KQKIO0H TPyMIe MPOTOKOJIOB OTAEIBHO.

7.41. BHYTpeHHUE NOKYMEHTBI HA WMs PYKOBOJMTENS APYTrOro CTPYKTYPHOIO
nojapazaeneHus peructpupyrorces B COJ| wim (mpu orcyrctBun COJ[ WM OTCYTCTBUU
BO3MOKHOCTH 3apErUCTPUPOBATh BHYTPEHHUH NOKyMeHT B C3OJl) peructpupyrorcs B
NOIPa3JACIICHUH, CO3IAaBIIUM JOKYMEHT. 3apErMCTPUPOBAHHBIN JOKYMEHT MEPEAACTCS
HEMOCPEACTBEHHO B MOAPA3ACTICHHUE - AAPECAT, B KOTOPOM MOBTOPHO HE PETUCTPUPYETCS.

7.42. 1lpn BxmoueHun B COJ] BXOOAMMX JTOKYMEHTOB, WX PETUCTPAlUU,
paccMOTpeHur 1 ucnonHeHur B DPK BHOCATCS CIIEAYIOIINE CBEACHHS O TOKYMEHTE'

a) HAMMECHOBAHUE OPraHu3anuu (KOPPECHOHICHTA),

0) agpecar,

B) HAMMEHOBAHKE BUJIA TOKYMEHTA,

I') JaTa MOCTYMUBIIETO TOKYMEHTA,

1) PETUCTPALMOHHBIA HOMEP TMOCTYMUBIIETO JOKYMEHTA,

€) AOJKHOCTh, (PAMUTUSL 1 HHULIAAJIBI JINLA, TIOAMUCABLIETO JOKYMEHT;

K) JaTa MOCTYIJIEHHS TOKYMEHTA,

3) BXOJSIIUI PErHCTPALMOHHBIA HOMED,

1)3arojoBOK K TEKCTY (KPaTKOE COJAEPIKaHUE TOKYMEHTA),

K) KOJIMYECTBO JTUCTOB OCHOBHOTO JOKYMEHTA,

J)OTMETKAa O MPHUJIOKEHUU (KOJWYECTBO MPHUIIOKEHUH, OO0IIee KOIUYECTBO
JUCTOB MPHJIOKECHUH );

M)CBEJICHUS] O CBSI3aHHBIX JAOKYMEHTAaX (HAMMCHOBAHWE BHJA JOKYMEHTA, Jara,
PETUCTPALMOHHBIA HOMED, THII CBS3H),

H) PE30IIOLUs (MCIIOJIHATEND (MCIOJHUTENH ), TTOPYUYEHUE, NOHKHOCTHOE JIULLO,
JaBLIcE NOPYYEHHUE, 1aTa),

0) CPOK MCHIOJIHEHUS TOKYMEHTA,

) MHACKC JIeNa 0 HOMEHKIIAType JAET;

P) CBEIICHUS O TIEpeaapecaluy J0KyMEHTA,

C) OTMETKA O KOHTPOJIE,

T) rpuQ OrpaHUYCHHUS JOCTYMA K TOKYMEHTY

y) CBEACHUS 00 AIIEKTPOHHOMN MOJIUCH,

()pe3yJbTaT MPOBEPKU AJICKTPOHHOMN MOMUCH .

7.43.1Tpu BrimoueHnn B COJ] ucxomsumx MOKyMEHTOB B OPK BHoOcCATCA
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CJICIYIOIIUE CBEACHHS O JOKYMEHTE:

a) ajgpecar,

0) AOKHOCTB, (PAMUTUSL 1 HHALIAAJIBI JINLA, TIOAMUCABLIETO JOKYMEHT;

B) HAMMEHOBAHKE BUJIA TOKYMEHTA,

I) Jata JOKYMEHTa,

1) PETUCTPALMOHHBIA HOMEP JOKYMEHTA,

€) 3aroJIOBOK K TEKCTY (KpaTKO€ COACPKaHUE JOKYMEHTA),

’K) CBEACHHS O CBI3aHHBIX JOKYMEHTaX (HAMMEHOBAHKUE BHJA JOKYMEHTA, J1aTa,
PETUCTPALMOHHBIA HOMED, THII CBS3H),

3) KOJIMYECTBO JINCTOB OCHOBHOIO JOKYMEHTA,

W) MHJCKC JIeNa M0 HOMEHKJIIAType A,

K)OTMETKA O TPUJIOKEHUM (KOJIMYECTBO MPUIOKEHHH, O0IIee KOJINYECTBO
JMCTOB MPHJIOKECHUH );

1) rpud orpaHuYeHUs JOCTYMA K TOKYMEHTY

M )[IOAPA3ACIICHUE - OTBETCTBEHHBIN UCTIOHUTENL JOKYMEHTA,

H) CBEJIEHUS 00 3NEKTPOHHOM MOAMKCH.

7.44. 1Tpu BkmroueHun B COJ] BHYTPEeHHUX HOKYMEHTOB B OPK BHOCATCS
CJACIYIOLINE CBEICHHUS O TOKYMEHTE

a) HANMEHOBAHUE NOIPA3ACIICHUS, TOArOTOBHUBILETO MPOEKT JOKYMEHTA,

0) HaMMEHOBAHKE BUJIA TOKYMEHTA,

B) JlaTa JOKYMEHTA,

I') PETUCTPALMOHHBIA HOMEP JOKYMEHTA,

1) NOJKHOCTh, (paMHITMSL M1 MHULIMAJIBI JIMLA, TIOAMMCABLIETO TOKYMEHT;

€) CBEJICHUS O CBSI3aHHBIX JOKYMEHTAX (HAMMEHOBAHME BHJA JOKYMEHTA, Aara,
PETUCTPALMOHHBIA HOMED, THII CBS3H),

’K) 3aroJIOBOK K TEKCTY (KPaTKoe COAECP>KaHUE JOKYMEHTA),

3) OTMETKA O MPHUJIOKEHUU (KOJWYECTBO MPHUIIOKEHUH, O0O0IIee KOJIMYECTBO
JIMCTOB MPHJIOKCHUN );

W) MHJCKC JIeNa 0 HOMEHKIIAType AET;

K)yKa3aHWsg 0O WCHOJHEHUIO JAOKyMEHTa (MCHOJTHUTENb, MOPYYEHHE, Aara
WCIIOJTHEHUS ),

J1) OTMETKA O KOHTPOJIE;

M)rpu@ orpaHMYEHUs JOCTYIMA K JOKYMEHTY;

H) MOJPA3ACIICHAE (JODKHOCTHOE JIMIIO) - MCHOJHUTENL (OTBETCTBEHHBIN
UCITOJIHUTEITb ) JOKYMEHTA.

JIOMIOJIHUTENIBHO K  YKa3aHHBIM CBEICHHSM O BXOJAIIMX, HCXOMAIMX W
BHYTpPeHHUX JOKyMeHTax B OPK COJ] MOTyT BHOCUTBHCS MHBIE CBEACHUS.

7.45. YdeT KONMM4YeCTBa JOKYMEHTOB, TOCTYNMBIIMX, CO3IaHHBIX, OTIPABJICHHBIX
3a OMPEIEIICHHBII MEPUOJ BPEMEHU, MOXKET MPOBOAUTHCS MO OPraHU3alKU B LIEJIOM, TIO
OTIENIBHBIM ~ CTPYKTYPHBIM  MOAPA3ACIACHHUSIM, IO  TPylnmaM  JOKYMEHTOB,
KOPPECNOHJICHTaM, JCHCTBUSIM, MPOM3BEACHHBIM C JOKYMCHTAMH, W JPYTUM
napaMerpaM, HEOOXOMMMBIM JJisi aHaim3a paboTel C JOKYMEHTaMW B LENAX €€
COBEPLICHCTBOBAHUSI.

7.46.1lpn yuere oOBeMa HOKYMEHTOOOOPOTA MOACUYHATHIBAETCS KOJIMYECTBO
JOKYMEHTOB BBIJICTIEHHOW TPyNIbl. YYET KOJMYECTBA JOKYMEHTOB MIPOBOAMTCS 10
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naHHbiM CO/I, perucTpalMoOHHO-yUYETHBIX Ky PHAJIOB U KAPTOTEK.

7.47.3a enMHMLY y4YeTa KOJMYECTBA JOKYMEHTOB NPUHUMAETCS €IMHCTBEHHBIN
AK3EMIUIAP JOKYMEHTA (MOJIMHHUK MU KOMUS, €CJIM KONUS - CAMHCTBEHHBIN SK3EMILISP
JOKYMEHTA B OPraHM3AlAH, HAMPUMEP, KOMUS MCXOMAIIETO MUChMA) Oe3 ydeTa KOIWH,
CO3JaBacMbIX MPHU NMEYATH U KOMUPOBAHWU (TUPAKUPOBaHWM ). Komuu TOKYMEHTOB MpH
HEOOXOMMOCTH aHAJIN3A YUATHIBAIOTCS OTIAEIBHO.

8. KoHTpO/Ib HCTIOTHEHHSI JOKYMEHTOB (MOPY4€eHHii)

8.1. KOHTpOJIb MCHONHEHHS JOKYMEHTOB (MOPYYCHHWI) BENETCA B LENAX HX
CBOCBPEMEHHOTO M KQUECTBEHHOTO HCITOJIHEHUSI.

8.2. KOHTpOab UCIOMHEHHS TOKYMEHTOB (ITOPYYCHHUMN ) BEACTCA:

PYKOBOJMTENEM WM MHBIM JOJDKHOCTHBIM JIMIOM OPraHHM3ald — WCIOTHCHHS
JOKYMEHTOB (ITOPYYEHHUI ) O CYLIECTBY;,

Cexperapem pykoBoautesis MKY YO - CpOKOB HCIOMHEHUS JOKYMEHTOB
(MOpyYeHMIA).

B mpuemnoii MKY VYO UeHTpanM30BaHHOMY  KOHTPOJIK  MOJJIEKAT
3apErMCTPUPOBAHHBIE  TOKYMEHTBI €  OTMETKOM 0O  KOHTpone («KoHTponby),
OPOCTABISIEMOM B COOTBETCTBMM C HACTOSALIEH WHCTPYKUMEH, a B CTPYKTYPHBIX
NOIPa3JACIICHUSAX OPraHu3alu - BCE 3aPETMCTPUPOBAHHBIC JOKYMEHTHI, TPEOYIOLIHME
WCIIOJTHEHUSI.

8.3.PacniopsiiuTeNbHble  JOKYMEHTBI, MPOTOKOJbBI 3acelaHuii  (COBELIAHMIA ),
COJIEPIKAIME MOPYYEHUSI C KOHKPETHBIMHA CPOKAMHU UCIOJHEHHS, CTABATCS HA KOHTPOJb
N0 KQKIOMY OPYUYEHHUIO OTIENBHO.

8.4. KOHTpOJIb CPOKOB UCMOJIHCHUS TOKYMEHTOB (MOPYUYEHHUIA ) BKITFOYAET B CEO4:

NOCTAHOBKY JTOKYMEHTOB (TIOPYUYEHHI) HA KOHTPOJIb,

OPOBEPKY CBOCBPEMEHHOCTH  JIOBEACHHMS JOKYMEHTOB (IOPYYEHMid) IO
HUCIIOJTHUTEICH

NPEIBAPUTENLHYIO MPOBEPKY M PErYJIMPOBAHUE XOJA UCTHOTHEHHS TOKYMEHTOB
(Mopy4eHUi ),

CHSTHE C KOHTPOJISI JOKYMEHTOB (TIOPYYCHHUN );

yuer, 0000IICHME M aHaJu3 PE3YJbTaTOB XOJla HWCIOJHECHHUS JOKYMEHTOB
(Mopy4eHHi ),

WHPOPMUPOBAHHE  PYKOBOAMTENEH O  XOJA€  MCHOJHEHHS  JOKYMEHTOB
(MOPYYEHMIA) U COCTOSIHUM MCTIOJIHUTENBCKOW JUCIMITAHBL.

8.5.CpoKu MCNOMHEHUST JOKYMEHTOB (OPYYEHUI ) UCUHUCTISIIOTCS B KaJIEHAAPHBIX
JHSIX.

Ecnm nocneanuii 1eHb CPOKA MCHOJIHEHUS TOKYMEHTA (IOPYUYEHHS) MPUXOANUTCS
Ha HEepaObOuuid IEHb, TO JOKYMEHT MOJJICKUT UCTOJHEHUIO B ONMXKAUIINNA CIEYFOIMIMA
3a HAM pabounii JEHb.

Jlara ucnonHeHus noKymMeHTa (nopyuenus) pukcupyercs B OPK COJ1 unu uHoM
PETUCTPALMOHHO-YUYETHOW  (OpME, UCHOJB3YEMOW NSl OTCICKMBAHUS  CPOKOB
UCITOJIHCHHMS IOKYMEHTA (TOPYYCHHS ).

Cpoku VCIOJTHEHUS JOKYMEHTOB (Mopy4eHMi) YCTAHABIIMBAKOTCS
PYKOBOAMTENEM, HCXOJ M3 CPOKA, YCTAHOBJICHHOIO OpraHM3alMci, HampaBUBILCH
JOKYMEHT, HJTH CPOKOB, YCTAHOBJIEHHBIX 3aKOHOATENBCTBOM Poccuiickoii denepanun.
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8.6. JIoOkyMeHTHI (MOPYYEHHSI) MOICKAT UCIOIHEHUIO B CIEAYIOIIUE CPOKH. C
KOHKPETHOM JaTOM MCIOJHEHUS - B YKa3aHHBIN CPOK;

0e3 yKa3aHWs KOHKPETHOH [aThl MCIOJIHECHHS, UMEIOLIME B TEKCTE TMOMETKY
«BECBMA CpPOYHO» - B TEYECHHE OJHOTO JHS, «CPOYHO» - B 3-IHEBHBIA CPOK;
«ONEPATUBHOY - B 10-IHEBHBII CPOK; OCTAIBHBIE - B CPOK HE Oosee 30 AHEH;

N0 TNapJaMEHTCKUM 3ampocaM - HE TO3JHee 4YeM uepe3 15 mHeld co aHs
NOJTyYECHUS,

no 3anpocaMm wieHoB Cosera denepauym, aenyraros ['ocynapcTBeHHOM [[ymbl
(IermyTaTCKOMY 3apocy) He mo3aHee yeM yepe3 30 AHEH co JHS MOTyYEHHSI.

N0 MEXBEIOMCTBEHHBIM 3alpocaM O TMPEACTABICHUM JTOKYMEHTOB M (WJIH)
WH(OPMALMU B LETSX MPEIOCTABICHUS TOCYJAPCTBEHHBIX U MYHULIMIIAIBHBIX YCIYT - 5
pabounx JHEH €O JAHS TOJYYEHHs 3ampoca, €CIM 3aKOHOJATENIbCTBOM Poccuiickoii
denepalii HE YCTaHOBJIEH UHOM CPOK;

1o oOpamieHusIM rpakaad - 30 THEH cO THS PETUCTPaLUK.

8.7. 1IpvOCTaHOBUTHh WCHOJHEHWE KOHTPOJBHOTO JOKYMEHTA (MOPYYEHHs ), a
TaK)KE€ OTMEHUTH €r0 MOXET PYKOBOJWUTENb, MOMMUCABLIMA JOKYMEHT WM AABIIWNA
NOpy4YeHUE (YKa3aHUE).

8.8. B memax CBOEBPEMEHHOIO MCHOJIHEHHsS JOKYMEHTOB, NOPYYCHMMA
(yKa3aHWii), TMOCTABJIICHHBIX HA KOHTPOJb, PaOOTHHUK, OTBETCTBECHHBIA 32 BEICHUE
KOHTPOJISI  MCIIOJIHEHUST  JOKYMEHTOB, [MPOBEPSET CBOCBPEMEHHOCTh  JOBEACHUS
JIOKYMEHTA (MOPYYEHUST) 10 UCTIOJTHUTEJIS.

8.9. Ecim Cpok HCNOHEHUS AOKYMEHTA (ITOPYYCHHUS) TPEBBILIACT OJAMH MECHLL, B
LENSIX 00€CTeUeHsl CBOCBPEMEHHOTO UCMIOJTHEHUS JOKYMEHTA (TTOPYUYEHUS ) TPOBOJAUTCS
NPEIBAPUTENbHBI KOHTPOJIb U HATIOMHUHAHWS MUCTIOJHUTENSAM O NPUOIMKEHUU CPOKOB
VCTIOJTHEHUS TOKYMEHTOB (TIOPYUYEHHIA ).

8.10. IIpenBapuTENbHBIA KOHTPOJIb OCYIIECTBIAECTCS B CIEAYIOIIEM MOPSIKE:
JOKYMEHTOB (ITOPYYEHHUI ) MOCIEAYIOUINX JIET - HE PEXKE OJHOTO Pas3a B rOJ;

JIOKYMEHTOB (TIOPYYE€HMI) MOCIECAYIONUX MECSIECB TEKYIIEro rojia - HE PexKe
OJIHOTO pa3a B MECHL;

JIOKYMEHTOB (ITOPYYEHUI) TEKYIIEro Mecsia - 3a 5 JHEH J0 UCTEYCHHSI CpOKa
VCIIOJTHEHUSI.

8.11. HanoMrHAaHWE WCHOJHUTENSIM O MPUOTMIKEHUH CPOKOB HCIIOJIHCHUS
JOKYMEHTOB (TIOPYYEHMI) MOKET OCYLIECTBIISATECS B ABTOMATHUYECKOM PEKHME
nocpenctsom CO/I.

HanmomuHanus wcnosHuTENnsM, a Take uHpopManus 00 WCHOIHCHUN
JOKYMEHTOB (NOpY4YEHUH ), MOAy4YeHHas: OT ucnojanutenei, gukcupyrorcs B IPK COJ]
WIA WHBIX PETUCTPALMOHHO-YUYETHBIX (OpPMAX, MCHOJAb3YEMBIX JJSi  KOHTPOJIS
WCTIOJTHEHUS TOKYMEHTOB (TIOPYUYEHHIA ).

8.12. Ilpuy  HEOOXOIMMOCTH W3MECHEHWSI CPOKA HCIOJHEHUS  JOKyMEHTA
(MOpyYeHMs) OTBETCTBEHHBII MCIIOJHUTEND 00s3aH MPEACTABUTh HA UMsI PYKOBOJIUTETIS,
JABIIETO TOPYyYEeHHE, OOOCHOBAaHWE (CIIY>)KEOHYIO 3amUCKy) O TPOJUICHHMH CpOKa C
YKa3aHWEM TPUYMH NPOAJICHUS U T1AThl UCIIOJTHEHMSI.

OO0oCHOBaHHME TPOJIEHUSI CPOKA WCIOJIHEHUS JOKYMEHTA (IMOPYYECHHS) AOIHKHO
OBITH HATPABJIEHO COOTBETCTBYIOLIEMY PYKOBOJMTENID HE MO3JHEE, YEM IO UCTCUCHUU
JBYX TPETHUX CPOKA MCIIOTHEHHS JOKYMEHTA (TIOPYUYEHUS).
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8.13. JIokyMeHT (MOPYUYEHUE) CUATACTCS UCTIOTHEHHBIM, €CJTU MPUHSITHI PELICHUS
[0 TOCTAaBJICHHBIM  BOMPOCaM, MOATOTOBJIEHBI  COOTBETCTBYIOIUME  JTOKYMEHTHI,
HAmpaBjcHA ChpaBka 00 WCIOJHEHHMH B COOTBETCTBYIOIIME OPraHbl  BJACTH
(OpraHu3anum ) Wiv JaH OTBET MO CYLIECTBY 3AMHTEPECOBAHHBIM JIULAM.

Ha uCrnosTHEHHOM TOKYMEHTE MPOCTABIAETCA OTMETKA O HANPABICHUU TOKYMEHTA
B JIEJIO, CBEACHUS 00 MCMOJIHEHUH TOKYMEHTa (mopyuyeHus) BHocarcs B OPK COJl wim
WHYIO PETMCTPALIMOHHO-YUYETHYIO (POPMY, HCIIOJIB3YEMYIO AJIsi KOHTPOJISE KCITOJTHEHUS.

8.14. JlokymMeHTBl (IOPYYEHUs), HE CHATBIE C KOHTPOJIA, & TaKKE NOKYMECHTBI
(MOpyYeHMsI ), CPOK UCIIOJHEHUS KOTOPBIX HE TPOAJIEH, CUUTAKOTCS HEMCIIOTTHEHHBIMH.

8.15. Cexperapsp pykoBoaurens MKY YO aHanu3upyeTr COCTOSIHUE U PE3YJIbTAThI
WCIIOJTHEHUS TOKYMEHTOB (TIOPYUYEHHIT ) U COCTOSTHUE UCITOTHUTEIBCKON TUCIUIUIAHBIL:

B TIOPANKE TNPEABAPUTEIILHOTO  KOHTPOJISL  HAMPABISAET B CTPYKTYPHBIE
MOAPA3AETIEHUS OPraHM3ali HAOMUHAHKS O JOKYMEHTaX, CPOKU MCIIOJTHEHUSL KOTOPBIX
UCTEKAKOT (32 3-5 MHEH 10 OKOHYaHMsI CPOKA MCIIOJIHEHUS JOKYMEHTA).

9. Opranusanusi padoThbl HCIIOJTHUTEIA C JOKYMEHTAMHU

9.1. Mcnomuutene TMONY4YaeT JOOKYMEHTbI HA MCIHOJHEHUE B JIEHb HX
PACCMOTPEHHUs WM Ha Cleayromuid pabounii JEHb B COOTBETCTBHH C PE30THOLUSAMU
PYKOBOJCTBA OpraHM3alMyd W PYKOBOAMTENS mnonapasacneHus. CpouHbIE JOKYMEHTHI
MEPEAAKOTCSA UCTIOJTHATEITIO HE3AMEUTUTEIIBHO.

9.2. JIOKyMEHTBI, TOCTYNAIOMIKAE B CTPYKTYPHOE MOJAPA3ACICHUAE C PE3OJIFOLUIMHI
PYKOBOJCTBA, MEPENAIOTCS  PYKOBOAMTENIO  MOApa3fcncHus. EcCnum  JOKYMEHT,
MOCTYIHBILHWA HA UCTIOJIHEHUE B MOAPA3ACICHUE, HE UMEET OTHOLIEHUS K KOMIIETEHLIUN
MOAPA3AETIEHUS, PYKOBOJUTEND CTPYKTYPHOIO MOAPA3ACICHUS B TOT K€ JIEHb WM HA
cnenyromui pabounii 1eHb BO3BpAIIACT €ro B MpUeMHYI0 HadaibHuka MKY YO mis
PELICHHs] BONPOCA O MEPEHAINPABIECHUM €r0 HA KCIOIHEHUE B APYroe MOAPA3ACIICHUAE
(IpyroMy MCIOTHHUTENIO).

9.3. HcnonHeHwe AOKYMEHTA MPEeAyCMaTpuUBacT: cOOp M aHaIW3 HEOOXOAMMOMN
uH(pOPMALMK; TMOATOTOBKY MPOEKTA JOKYMEHTa M €ro O(QOpPMIICHHE, COTJIACOBAHUE
NPOEKTa TOKYMEHTA C 3aMHTEPECOBAHHBIMH JIMLIAMH, HOPAOOTKY MPOEKTA JOKYMEHTA MO
3aMEYaHusIM, TOJYYEHHBIM B XOJ€ COIVIACOBAHMS M, MPH HEOOXOAMMOCTH, - TIOBTOPHOE
COIJIaCOBAHUE),

NOJrOTOBKY CIMCKA (yKa3aresisi) PACChUIKH TOKYMEHTA, ECJIM TOKYMEHT aIpeCcOBaH
PYIIE OPraHnu3aLnii;

NPEICTABICHAE MPOEKTA JOKYMEHTA Ha MOAMKCH (YTBEPKICHUE) PYKOBOJCTBY;

MOATOTOBKY JTOKYMEHTA K OTIPABKE M Mepeaavy KONUU JOKYMEHTA B JIENO.

9.4. Ilpn HampaBneHUM AOKYMEHTA HECKOJBKMM HMCIOJHUTENSAM OTBETCTBEHHBIM
3a MOArOTOBKY IMPOEKTA JTOKYMEHTA SIBIISICTCS MCIIOJIHUTENb, YKA3aHHBIA B PE30JIFOLUN
NEPBBIM WM 0003HAYEHHBIN B PE30TIOLMHN KaK OTBETCTBEHHBII HCIIOIHUTEN.

9.5. OTBETCTBEHHBIA KCIIOIHUTENL UMEET NMPABO AABaTh NOPYUYECHHS OCTAIBHBIM
VCIIOJTHUTEIISIM, TPOBOAUTH paboUHe COBELIAHUS ISl BBIPAOOTKHA COBMECTHOTO PEIICHUS.
Bce ucnonHuTeny B paBHOW CTENEHU OTBETCTBEHHBI 32 CBOCBPEMEHHOE U KAYECTBEHHOE
UCIIOJIHECHUE TOPYYEHUS] M MPEACTABICHUE OTBETCTBEHHOMY  HCIIOJIHUTENIH) B
YCTAHOBJICHHBIE MM CPOKM HEOOXOAMMBIX MATEPUAIOB (MPOEKTOB JOKYMEHTOB,
cnpaBoK). McmomHWTENM HE WMMEKT MpaBa MPEACTABIATh MPOCKTH JOKYMEHTOB
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PYKOBOJMTENIO, JABLIEMY MTOPYUYEHUE, MUHYS OTBETCTBEHHOTO MCIIOTHUTEIS.

9.6. Ilpn yBOJIbHEHWM WM TEPEXOJE HA APYrodl ydacTok paboThl COTPYAHHK
00s13aH CAATh JOKYMEHTHI M JIENa PYKOBOAUTEIO MOAPA3ACICHHS UM N0 €r0 YKA3aHUIO
BHOBb Ha3HAUYEHHOMY OTBETCTBEHHOMY Pa0OTHHKY (B ClTydae HEOOXOJIMMOCTH, - MO aKTy
npUeMa-nepeay, B KOTOPOM YKa3blBAlOTCS BUABI A€l (3arOJOBKM JAEN) M HX
KOJIMYECTBO M KOTOPBI MNOANUCHIBACTCS PAOOTHUKOM, MEPEAABIIAM JOKYMEHTHI, W
PaOOTHUKOM, TPHHSBIIAM JOKYMEHTHI ).

9.7. Pe3ynpTarOM MCHOJHEHUsS JOKYMEHTA SBIACTCS MPOEKT JOKYMEHTA,
MOATOTOBJIEHHBIA UCTIOJTHUTEIIEM.

[TpoeKT MOKyMEHTA CO BCEMH HEOOXOAMMBIMHU MPUJIOKEHUSIMU, HANICUATAHHBIA W
OQOpPMJICHHBIf B COOTBETCTBMM C MPAaBHJIAMH, YCTAHOBJICHHBIMH  HACTOSIICH
MHCTPYKLUEHN, UCTIOJIHATENb COTIIACOBBIBACT C 3aMHTEPECOBAHHBIMY MOAPA3ACIICHUSIMHA U
JVLIAMH |, TPA HEOOXOIUMOCTH, C IPYTHMH OPraHU3alusiMu.

JIOKyMEHTBI, NPEIHA3HAYEHHBIC [UIsl OTOPAaBKM, OQOPMIIAIOTCS Ha OJaHke
OpraHM3alil YCTaHOBJIECHHOW (opmbl. i1 OTNpaBKM JOKYMEHTOB, HE HMMEIOLIMX
aPECHOM YaCTH, COCTABIAETCS COMPOBOAUTEIILHOE TUCHEMO.

Ha nokymeHT, pacceuiacMblii 0osiee 4YeM B YETBIPE aapeca, UCIOJHATEb TOTOBHAT
CIIMCOK PACCBUIKM, OMNPEAENSIET KOJIMYECTBO JSK3EMIUIAPOB JOKYMEHTA M TOCHE
perucTpanum 00eCneunBacT U3roTOBIEHHE HEOOX0IMMOr0 KOJIMYECTBA KOMUH.

9.8. Ucnonuutenb (OTBETCTBCHHBIA WCHOJHUTEIL) OPraHU3yeT COrIaCOBAHUE
(BU3MPOBAHKE) MPOEKTA JOKYMEHTA CO BCEMH 3aMHTEPECOBAHHBIMHU JIMLIAMU W ITPOBOIUT
N0pabOTKy MPOEKTA MO 3aMEYAHUSIM.

[Ipy Hanmumm  OONBIIOTO  KOJMYECTBA 3aMEYAHWMHA 0  MPEACTABIICHUS
A0pabOTaHHOrO MPOEKTA JOKYMEHTA HA MOAMUCH PYKOBOJIUTENO UCIIOJHATETL TOTOBHAT
CBOJIKY 3aMeyaHui (IMPEIJIOKECHUIN), B KOTOPOH YKa3bIBACTCS: COJCPKAHME 3aMEUaHust
(MpeUTOKEeHUs), OOKHOCTh, (paMunmMs Jula, AABIIErO 3aMEYaHWE, MNPUHATO WU
OTKJIOHEHO 3aMEUYaHKe (€CIIM 3aMEYaHUE OTKIIOHEHO, - TPAYMHY OTKJIOHEHUS).

9.9. Tlocne nopabOTKM M TOBTOPHOTO BU3WPOBAHWs (COTTIACOBAHMSI) IMPOCKT
JOKYMEHTA MEPEAACTCS HA MOANUCaHKe (YTBEPKIEHHE). [0 mpencTaBiaeHus Ha MOANUCH
UCIIOJTHUTENIb MPOBEPAET MPABHUIBHOCTb OQPOPMIIEHHS JOKYMEHTA, NPABUIBHOCTD
odopmIleHus anpecara, HaTMYMEe HEOOXOIMMBIX BU3, TPHIIOKEHUH, TPH HEOOXOAUMOCTH
- CIPaBOK, MOSCHUTENBHBIX 3AlACOK, PAZBACHSIOIIMX COACP)KAHUE MOATOTOBIICHHBIX
JIOKYMEHTOB, JTUCTA (yKa3aTeNs) paCChUIKH.

9.10. IloamucaHHbIi AOKYMEHT WCIIOJIHATENIL B COOTBETCTBUU C TOPSAIAKOM,
YCTAQHOBJICHHBIM WHIAMBULYAJIbHOH WHCTPYKLMEH MO AETONPOU3BOJCTBY, MEPENACT IS
PETUCTPALMN U OTIPABKK W/WJIK BKIIFOUYEHUS B ACTIO.

B cOOTBETCTBMM C HOMEHKIIATYPOW AEIT UCIIOJHUTEND ONMPEACIIICT UHACKC AeIa, B
KOTOPOE JOJKEH OBITh BKITFOUEH JOKYMEHT.

9.11. B x0ne WCHNOMHEHUS AOKYMEHTA WCHOJIHMTEbL MMEET MPABO Mpeiararb
U3MEHEHUE CPOKA MCIOJIHEHHUS, €CIIM OTCYTCTBYIOT PEAIBHBIE YCIIOBUS MCITOJIHCHHUS
JOKYMEHTA (TMOPYYCHHUS ), AJIaTh MOMETKHA HAa JOKYMEHTE O BPEMEHM €70 MOCTYIIEHUS, O
JaTax MPOMEKYTOYHOIO KOHTPOJS, TENC(POHHBIX M MUCBMEHHBIX 3aMpocax, O Jare u
PE3yJIbTaTe OKOHYATEIBHOTO UCTIOJIHEHHMS.

9.12. McnionHMTENh HE MMEET NpaBa pasriamarbk COACP)KaHUE MOCTYIUBIIMX K
HEMY JOKYMEHTOB W MOATOTOBJIEHHBIX MPOEKTOB CIY>KEOHBIX JOKYMEHTOB, C HUMH
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MOI'YyT OBITH O3HAKOMJICHBI TOJIBKO Juna, MMCHOIUC OTHOMCHUC K X UCITOJTHCHUIO.

10. ®opMupoBaHue J0KYMEHTAJIbHOTO (PDOHAA OPraHUu3aALHN

10.1. OneparuBHOE XpaHEHUE AOKYMEHTOB OPraHM3aluu A0 MEpPEeAauyd MxX Ha
XPAHEHUE B APXUB WM YHUUTOXKEHUE OCYILIECTBIISIETCS B CTPYKTYPHBIX MOAPA3AETIEHUAX
OpraHU3aLyu.

10.2. B nensix XpaHeHWs, TMOUCKA U WCHOJIb30BAHUS JOKYMEHTHI Ha OyMaskKHOM
HOCHUTEJIE M DJIEKTPOHHBIE NOKYMEHTHl (DOPMHUPYIOTCS B J€jla B COOTBETCTBHM C
HOMEHKJIATYPOH HEI.

Homenknarypa aen 3akperuisieT KiaacCH(PHMKALUIO (TPYNIUPOBKY) MCIOJIHEHHBIX
JOKYMEHTOB B J€JIa (DJICKTPOHHBIE J€]Ia), CUCTEMATH3ALMIO U UHACKCALMIO JET, CPOKH
UX XPAHEHUS U ABIETCS OCHOBHBIM YYETHBIM JOKYMEHTOM.

HowmeHnkmarypa pen  sBISE€TCS OCHOBOM  JUIsi  COCTABJICHMS ONMCEH  Ael
NOCTOSIHHOTO, BPEMEHHBIX (CBBIIE 10 J€T) CPOKOB XpPaHEHHS M MO JIMYHOMY COCTaBY,
AKTOB O BBIJACIICHUHA K YHAUYTOKCHUIO JOKYMEHTOB C MCTEKIIMMHU CPOKAMHU XPAHCHUS, A
TaKKe AJIs yueTa €] BPEMEHHBIX (10 10 NET BKIOYUTENBHO ) CPOKOB XPAHEHUSI.

10.3. HomeHknarypa Jen OpraHu3aiuu COCTABJISCTCS HA OCHOBE H3YUYCHUS
COCTaBa W COJACPKAHWs TOKYMEHTOB, OOpa3yHOIIMXCS B JEATEIBHOCTH OPraHU3ALHM,
BKJIFOYAs JOKYMEHTBI, IOCTYIAIIME U3 APYTUX OPraHU3aUi.

10.4. Tlpm coCTaBIeHUM HOMEHKJIATYPBl [JEJN CIEAYET PYKOBOACTBOBATHCH
YCTAaBOM OpPraHu3aluy, IITAaTHBIM pAacHUCaHWEM, IJJAHAMM M OT4YeTaMu O padoTte
OpraHu3alMK, HOMEHKIIATYPOH JeN 3a MPOLIEAIIUH IO/, JIOKATbHBIMM HOPMATUBHBIMHU
aKTaMW OpraHM3aliH, COACP)KAIMUMHU CBEACHHS O JOKYMEHTAaX, OOpa3yroIIUXCS B
JESATEIBHOCTA OPraHu3aliu, TAIOBBIMA U TPAMEPHBIMA HOMEHKJIATypaMu Aeq (TMPH UX
HAJIMYMH ), BEIOMCTBEHHBIMU W TUMTOBBIMU MEPEYHIMH JOKYMEHTOB C YKa3aHHUEM CPOKOB
UX XPaHEHUSI.

10.5. B HOMEHKnarypy JAell BKIIOYAKOTCH BCE JOKYMEHTHI, OTPAXKAKOIIME
JEATENBHOCTh CTPYKTYPHBIX MOAPA3JAECICHUA OPraHU3alMy U TOCTOSIHHO WJIM BPEMEHHO
JEHCTBYIOINUX OPraHoB (KOMHCCHIH, COBETOB, KOMMTETOB), B TOM YHCJE JOKYMEHTHI
OTPAHUYECHHOTO JOCTYNA, PETUCTPALMOHHBIE W VYETHBIE >KyPHAJbl WM KapTOTEKH, B
HEOOXOIUMBIX CIyYasX - KOMHH JOKYMEHTOB. JIOKYMEHTBI, CO3AAHHBIE B 3JICKTPOHHON
(opme, BKITHOYAKOTCS B HOMEHKIIATYPY ACN O TEM YK€ MPABUJIAM, YTO U JOKYMEHTHI Ha
OyMa>KHOM HOCHTEJE.

He BkmrovaroTcss B HOMEHKIATYPY JACN TEPUOAMYECKUE W3JAHUSA, KHWIW,
OpOLIOPHI.

10.6. HomeHkmarypa Aen opraHu3anuu (CBOJHAs) COCTABJISIETCS OTBETCTBCHHBIM
PabOTHUKOM YUPEXKACHHs, HA3HAUYEHHBIM NMpHKa3oM HadaibHuka MKY YO, no ¢opwme,
YCTaHOBJIICHHOW [IpaBunamu XpaHEHHs, KOMIUIEKTOBAHMS, Y4Y€TA W MCHOJIb30BAHUSA
OOKyMeHTOB ApxuBHOro ¢onga Poccuiickoii ®eaepanu M APYruX apXHBHBIX
JOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIACTH, OPraHax MECTHOrO CaMOYIPABJICHUS,
opranm3anmsx (manee - [paBuia xpaneHus).

CBOJHAs HOMEHKJIATypa JAEJ COCTABIISIETCS B MOCIEAHEM KBAPTAJIE TEKYILErO rofa
Ha MPEACTOAIINNA KaJCHIAPHBINA IO

10.7.HomeHnknarypa [Oen OpraHu3auvy IMOAMUCHIBACTCS PYKOBOJIMTENEM OTAEINA
KaJapoBoi 1 npaBoBoii pabotel MKY VO, cormacoBelBacTCs ¢ UEHTPATBHON 3KCIEPTHON
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KOMHUCCHUEH (DKCIEPTHON KOMUCCUEH) OpraHu3allid W, €CJIM OpraHu3ainus sBIsICTCS
MUCTOYHUKOM KOMIUIEKTOBAHHS TOCYJAPCTBEHHOTO WJIM MYHHMIMIIAIILHOTO apXWBa, OJWH
pa3 B 5 JIeT  TPEACTaBIACTCS  HA  COMIACOBAHME  COOTBETCTBYIOLICH
3KCIEPTHO-MPOBEPOYHON KOMUCCUH YITOJIHOMOUYEHHOTO OPraHa UCMOJHUTENIBHON BIACTH
cyonekTa Poccuiickoit denepanyu B 0061actu apxuBHOTo fena (nanee - OI1K apxuBHOro
YUPEKICHUS ) WM MYHULIMOAIBHOTO apXHBa B COOTBETCTBUU € MPEAOCTABICHHBIMU MY
NOJIHOMOYMSIMH B MOPSIAKE, YCTAHOBIEHHOM [ [paBuiiaMu XpaHeHUsl.

Howmenkmarypa  pmen,  cormacoBaHHas  OIIK  apXMBHOro  yupexacHus
MYHHIIMITAJIbHBIM aPXHBOM B COOTBETCTBUM C MPEAOCTABICHHBIMU €My MOJTHOMOYHSIMH,
YTBEPKAACTCS PYKOBOJAMTENEM OPraHW3alid M BBOJUTCS B JACHCTBUE C 1-rO sHBaps
MPEACTOALLETO KAUTIEHIAPHOTO roAa.

B cnyvae u3ameHeHuss pyHKUMA W CTPYKTYPBI OpraHM3alMA HOMEHKIATypa Ael
COCTABJISIETCS, CONVIACOBBIBACTCA U YTBEP)KIAETCS 3aHOBO.

10.8.CornacoBannas ¢ coorBercTBytomieii OIIK apxXuBHOTO YUpPEKICHUS WA
MYHHLIMMAJIbHBIM APXHUBOM B COOTBETCTBUM C MPEAOCTABICHHBIMU €MY MMOJHOMOYUSIMHA
HOMEHKJIATypa J€l B KOHLE KaXIOr0 TroJa YTOYHSETCS, MEpEneyaThiBacTCs,
YTBEPKAACTCS PYKOBOJMTEJIEM OPraHu3allid M BBOJAWTCA B JAckcTBAEC ¢ 1 sHBaps
MPEACTOSALLETO KATEHAAPHOTO roAa.

10.9.CornacoBannas ¢ coorBercTByrouieit  OIIK  apxuBHOro  yupexacHus
MYHHLIMINAJIbHBIM apXUBOM B COOTBETCTBUH C MPEAOCTABICHHBIMU €MY MOTHOMOYUSIMHA
HOMCHKJIATypa J€l B KOHLE KaKIOr0 TrojJa YTOUHSETCS, MEpPENeyaThiBacTCs,
YTBEPKAACTCS PYKOBOJWTEIEM OpraHM3allid W BBOAMTCA B JAciicTBue ¢ 1 sHBaps
MPEACTOALLETO KATIEHIAPHOTO roAa.

10.10.1IepBbIfi  3K3eMIUISIP  YTBEP)KACHHONM HOMEHKJIATYPBl  JEJN  SBJISIETCH
JOKYMEHTOM TOCTOSSHHOTO XPAaHEHWS M BKJIKOYACTCS B HOMEHKIATYpPy ACN B pasfiel
OTZIENa KaJApOBOM W MPaBOBOH palOTHI, BTOPOM - MCHONB3YETCS OTACIIOM B KAye€CTBE
padouero 3K3eMIUISPa, TPETHN - MEPEAACTCA B APXUB OPraHU3alMN B KAYECTBE YUETHOTO
JOKYMEHTA, JJICKTPOHHAs KOMWS HOMEHKIIATYPhl A€l OPraHu3alyd, YTBEPKICHHOU
PYKOBOAMTENEM OPraHU3alMy, NEPEJACTCS B MYHUUMOAIBHBIA apXWB, HCTOYHHKOM
KOMIUIEKTOBAHHUSI KOTOPOTO SIBJSIETCS OpPraHu3ausl.

B noapasznencHuss OpraHM3aluyd HOMEHKIIATYypa J€N  PACChUIACTCA  OTIAEIOM
KaJIPOBOH M MPaBOBOM pabOTHI B BUAE KOMUI COOTBETCTBYOIIMX PA3IEiIOB HA OYMaKHOM
HOCHTEJIE UK B DJIEKTPOHHOM opme.

10.11. HomeHnknaTypa aesl OpraHu3aiii CTPOUTCS MO CTPYKTYPHOU (HA3BAHUSAMU
pa3nenoB (MOAPA3AC/iOB) HOMEHKJIATYPhl JIE€J  SBASIOTCS Ha3BaHWS CTPYKTYPHBIX
NOJPA3JACIICHUH, PACIONIOKEHHBIE B COOTBETCTBUM C YTBEP)KICHHOW CTPYKTYpOM
OpraHu3alyu), Wi (QyHKIMOHATBHOW cXeMaM (Ha3BaHWSMHU PA3JECIOB HOMEHKIATYPHI
JIEJT SIBTISIFOTCSL HANPABJIEHUS ACITEIbHOCTH OPTaHU3ALINN ).

10.12. HomeHknarypa Aen CTPYKTYPHOTO MOAPA3ACIIEHUS COCTABIAETCS B KAKIOM
NOIPA3ACIICHUU OpraHu3auud paOOTHUKOM, OTBETCTBEHHBIM 3a ACIOMPOM3BOJACTBO
NOApa3Ac/iCHUsl, MPA  yY4aCTUW  BEAYIIMX  CHCHUAIACTOB  MOAPA3JCIICHMUS,
COIJIACOBBIBACTCS C OJKCHEPTHOM KOMHCCHEH MOApasJelicHus (OpH €€ HATMYHH),
NOJMUCHIBACTCS PYKOBOAMTENEM CTPYKTYPHOTO MOAPA3JCICHUAS W TPEICTABISAETCS B
OTJIEN KaapoBO# U mpaBoBoii padotet MKY VO.

Homenknarypa nen CTPYKTYPHOTO NOAPA3ACsICHUs COCTaBIsieTcss 1o  (opme,
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YCTaHOBJICHHOH [ [paBuiamu XpaHeHus!.

BHOBb CO3JaHHOE WM PEOPraHU30BAHHOE MOAPA3ACICHUE NOJDKHO B MECSIUYHBIN
CPOK pa3paboTaTh HOMEHKIIATYPY AC] U MPEACTABUTH €€ B OTACT KaJPOBOW M MPaBOBOM
palboTHI.

10.13.Bce 3aroyioBKM J€n, BKIIFOUYEHHBIE B HOMEHKIIATYPY JEN CTPYKTYPHOTO
nopa3aciicHus, MHACKCUPYIOTC. MHaeKe Aena ykaseiBacTes B rpade 1 HOMEHKIATYPhbI
Il U COCTOMT M3 WMHJACKCAa CTPYKTYPHOTO MOAPA3AENICHUs (KOJAa TMOAPA3JCICHUS B
COOTBETCTBUM C YTBEPKACHHON CTPYKTYpOH OpraHuM3allid WM  KIAcCU(UKATOPOM
CTPYKTYPHBIX MOJAPA3JACIICHUN) U MOPAIKOBOr0 HOMEpA AeNia B pa3Jieiic HOMEHKIATYPbl
nen. Mapekcel aen obo3navarores apabckumu nudpamu. Hanpumep: 01-05, rae:

01 - KO CTPYKTYPHOTO MOAPA3AETICHUS,

05 -mopsiIKOBBII HOMED JIENa B Pa3Aciic HOMEHKIIATYPhI JET.

Jlena mo BompocaMm, HEPa3pEIICHHBIM B TEYCHHWE OJHOIO TOJd, SBISIOTCS
«MEPEXOISAIIMMI» W BHOCATCS B HOMEHKJIATYPY MAEN CIEAYIOMIEr0 rojfa ¢ TEM XK
WHACKCOM. PEKOMEHIyETCS COXPaHITh B HOMEHKIIATYPE ACN OJMHAKOBBIE MHIEKCHI JJIs
OJTHOPOJHBIX J€JI, BKIIFOUEHHBIX B PA3HBIE PA3JIENIbI.

Ecnm B TeueHue roga B ACATEIBHOCTH OpPraHM3ali 00pa3yroTCs TOKYMEHTHI, HE
NPEIyCMOTPEHHBIE HOMEHKIATYPOH M€, 3aroJIOBKA HOBBIX JIEN JOMOJIHUTEIBHO
BKIIFOYAKOTCS B HOMEHKJIATYPY Acl. B KaXaoM pasjesic HOMEHKIATYPbl €N AJisi BHOBb
3aBOJIMMBIX JIET MPEIYCMAaTPUBAIOTCS PE3EPBHBIC HOMEPA.

10.14. 3aronoBok jaena (rpada 2 HOMEHKIATYPHI €M) JOJBKEH B 00OOMIEHHOM
(dopMme OTpaXkaTb OCHOBHOE COJIEP’KAHWE M COCTaB JOKYMEHTOB nena. He momyckaercs
ynoTpeOJaeHUe B 3arojIOBKE 1€7a HEKOHKPETHBIX (OPMYIMPOBOK («Pa3HBIE MATEPHAAIBIY,
«001as MepenucKay), a TAKKE BBOJHBIX CJIOB M CJIOKHBIX CHHTAKCUYECKUX 0OOPOTOB.
3aroloBKA A€ MOTYT YTOYHSTBCS B TEUECHUE rojAa B mpouecce (GOPMUPOBAHUS W
oopMIIEHUS AL

3aroyloBOK Aefia JOHKEH COCTOATh M3 DJIEMEHTOB, PACOIAracMbiX B CIEAYHOLIEH
NOCJIEAOBATENBHOCTH:

a) Ha3BaHWE BHJAA JAcia (MEpPENHCKa, XYpPHAI, ACNO) WIA BUAA JOKYMEHTOB,
BKIIFOUEHHBIX B A€T0 (ITPOTOKOJIBI, TPHUKA3HI ),

0) HAMMEHOBAHWE OPraHU3ALMH, CTPYKTYPHOTO MOIPA3ACTICHMUS,

NOCTOSIHHO JECHCTBYIOIIETO WA BPEMEHHOIO OpPraHa, [IOJDKHOCTHOTO JIMLA,
CO3JABIIUX JTOKYMEHT(BI),

B) HAMMEHOBAHWE KOPPECHOHJEHTA (OpPraHu3aluy, JInia, KOTOPOMY aJpeCOBAHbI
WIHA OT KOTOPOTO TOJYYEHBI JOKYMEHTHI);

I') KpaTKoe COACP KaHHUE JOKYMEHTOB JIENa,

1) Ha3BaHWE MECTHOCTH (TEPPUTOPUHM), C KOTOPOH CBS3aHO COJEPKAHUE
JOKYMEHTOB JIENA,

€) nara (mepuon), K KOTOPbIM OTHOCSITCS JOKYMEHTHI JIENA,

’K) YKa3aHWE Ha KOMMMWHOCTh JOKYMEHTOB JEa.

10.15.1Topsa10K pactoIOKEHHS 3ar0JI0OBKOB €N BHYTPH PA3ICIIOB HOMEHKIIATY P
JIEJT OTIPEACIIIETCS CTENEHBIO BAXKHOCTH TOKYMEHTOB, BKIIFOUCHHBIX B JIEJIA.

B Havane pazzaena pacnonararotcs 3aroJIoBKA ACI, COACPKAIIUX YUPEAUTEIbHBIC,
OPTraHM3aLMOHHO-TIPABOBBIE W PACTIOPSAATENBHBIE TOKYMEHTBI, 3aT€M 3arojOBKH [EI,
COJEP)KALIMX ITUIAHOBBIE, OTYETHBIEC, HHPOPMALMOHHO-AHATMTHYECKAE JOKYMEHTHIL,
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JOKYMEHTBI, OTPAXKAIOIINE AEATEHOCTh MOAPA3ACICHHUS, EPEMUCKY, B KOHIIE pa3aena -
PETUCTPALMOHHBIE U YUETHBIE KYPHAJIBI, KAPTOTEKH, Oa3bl JaHHBIX.

3aroloBKMA JI€N, COCTABIICHHBIX MO KOPPECMOHAEHTCKOMY M Teorpaduyeckomy
NPU3HAKaM, BHOCATCS B HOMEHKJIATYPY J€l MO al(paBUTy KOPPECIOHACHTOB WIIA
reorpa)uyecKux Ha3BaHUi.

B 3aromoBkax Jen, coaepskamMx JOKYMEHTHI IO OJHOMY BOMPOCY, HO HE
CBSI3aHHBIX [MOCJICAOBATEIbHOCTBIO PEIICHHAS BONOPOCA, B KAayeCTBE BHUAA Jela
yIOTPeOSETCS TEPMUH «IOKYMEHTBI», & B KOHIIE 3aroJIOBKa B CKOOKAaX YKa3bIBAKOTCS
HA3BaHMs BHJIOB JOKYMEHTOB, HAMOOJIEE MPEICTABICHHBIX B JIEIE:

«/IOKyMEHTBI O MPOBEICHWM COBEUIAHWA W CEMHHAPOB (ITPOrpPaMMBbl, CIUCKH,
JOKJIQJIbI ).

TepMHUH «JIOKyMEHTB» TMPUMEHSETCS TAKXKE B 3arojoBKax e, COJAECPKaIMX
JOKYMEHTBI-ITPWIIOKEHUS K KAKOMY-JIHOO JTOKYMEHTY (BUIbI JOKYMEHTOB- MPUIIOKEHUIMA
HE TIEPEUYMCIIIOTCS ).

«J1OKyMEHTBI K MPOTOKOJIaM 3aceiaHnii HaydyHO-TEXHHUECKOTrO COBETAY;

«ITpOoTOKOJIBI MPOM3BOACTBEHHBIX COBCIIAHWI MPU TEHEPATbHOM JHPEKTOPE M
JOKYMEHTBI K HUM.

B 3aronoBkax JAen, NOpPEeOHA3HAYCHHBIX M T[PYNOUPOBKH  OJHOTHITHBIX
JOKYMEHTOB, 3Ta IPyIIa JOKYMEHTOB YKa3bIBACTCS BO MHOXKECTBEHHOM YHCIIE:

«ITpoTOKOIBI 3aCeAAHNN TUPEKLIAY .

B 3aronoBkax aen, coaepiallvx MEPENUCKY, YKA3bIBAETCS, C KEM M MO KaKOMY
BONPOCY OHA BEETCS:

«[Tepenmcka ¢ 00pa3oBaTEIbHBIMU YUPEKACHUSIMA O TOBBIIIEHUH KBAIA(PHUKALIMK
pabOTHUKOBY.

B 3aronoBkax nen, coaepKalmx NEPENUCKY ¢ OJHOPOIHBIMA KOPPECIIOHACHTAMH,
NOCJICAHUE HE HA3bIBAKOTCS, & YKA3bIBACTCS MX BUJOBOE HA3BAHUE!

«[Tepenmcka ¢ gpeacpanbHBIMU OPraHaMi UCIIOJHUTENIBHON BIIACTH O 3aKJIFOUEHUU
Y UCTIOJITHEHUH FOCYAAPCTBEHHBIX KOHTPAKTOBY.

B 3aronoBkax  gen,  coAepKamMX ~— NEPEMUACKY € Pa3sHOPOJHBIMHA
KOPPECIOHICHTAMM, MTOCIICIHUE HE IEPEUUCIISIFOTCS

«[Tepenucka 0 3aKIIFOUEHUN W UCIIOJIHEHUM IOCYJAPCTBEHHBIX KOHTPAKTOBY.

B 3aromoBke nena ykasbIBac€TCsi KOHKPETHBIA KOPPECHOHIECHT, €CIIM MEPENUCKa
BEJIETCS TOJIBKO C HUM:

«ITepenmucka ¢ OOO «I"OpcBsi3bY 0 MPEAOCTABICHUN YCIYT CBSA3HY.

[Ipn 0003HAaUeHWM B 3arojlOBKax el aAMHHUCTPATHBHO-TEPPUTOPHUAIBHBIX
€MHHULL YU THIBACTCA CIIECAYIOLICE:

eciu COJIEPYKAHUE aena KacaeTcs HECKOJIbKHX OJTHOPOJTHBIX
aJIMAHHACTPATUBHO-TEPPUTOPHAIIBHBIX C€IUHUIL, B 3arOJIOBKE JEJa HE YKa3bIBAOTCI HMX
KOHKPETHBIE HA3BaHWS, a YKA3bIBACTCS MX O0IIEE BUAOBOE HA3BAHUE:

«[Tepenucka ¢ yUpexICHUSIMHA KyJIbTYPbl A AIMAHACTPATHBHBIX OKPYTOB MOCKBBDY.

€CIIM COACPIKaHME Jejla KacaeTcs OMHOW aJIMHUHUCTPATHBHO-TEPPUTOPHAIBLHON
€MHULBI (HACEJICHHOTO MYHKTA), €€ (€r0) HA3BaHUE YKA3bIBACTCS B 3ar0JIOBKE Jeia:

«[lepenrcka ¢ @Qumuanom B MOCKOBCKOW 00JIacTd O TUIAHUPOBAHHH W
OTUYETHOCTH.

B 3aronoBkax jaen, coaepyKalMX IUIAHOBYKO WM OTYETHYHO JOKYMEHTALMIO,
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YKa3bIBACTCA NEPUOA (MECAL, KBAapTall, TOJ) Ha (3a) KOTOPBIA COCTABJICHBI TJIAHBI
(OTYETHI):

«OTUeThl CTPYKTYPHBIX noapasaeneHuii 3a 2017 romy;

«CTaTUCTUYECKUANA OTYET O YMCIICHHOCTH, COCTABE W JBWKCHUM Kaapos 3a 2017
roa (¢. Ne 27-ron)».

[Ipn QopmupoBaHuM jaena M3 HECKOJBKMX TOMOB (4YacTeil), Kpome oOwero
3aroJIoBKa JIeNa Mpu HEOOXOAMMOCTH COCTABIISFOTCS 3ar0JIOBKA KaXKI0ro ToMa (4actu),
YTOUYHSIOUIUE COACPKaHKE TOMOB (YacTei) fena.

3aroyIoBKU A€ MOTYT YTOUHATHCS B mporecce GopMUpOBaHUs U OPOPMIICHHUS IEN.

10.16.I'pagpa 3 «KommyecTBO Aem» 3amOMHSETCS MO OKOHYAHUM KAJICHIAPHOTO
roga. [1o mocTr>keHnUM 1EeI0M, BKITFOYAKOIUM JOKYMEHThHI BPEMEHHBIX (cBbIlie 10 ner) n
NOCTOSIHHOTO CPOKOB XpaHEeHHs1, 00beMa B 250 TUCTOB, TOM 3aKPBIBACTCA W OTKPBIBACTCS
HOBBIAH TOM. B rpade 3 HOMEHKIATyphl €N MOCIEAOBATENLHO YKA3bIBAKOTCS HOMEPA
TOMOB M KpailHUE AaThl JOKYMEHTOB KQKI0T0 TOMA!

T.1.11.01.2017- 30.06.2017

ONEKTPOHHBIE Jefla HAa TOMa (YacTH) HE paslenstoTcs. Bce 3IEeKTpOHHBIE
JOKYMEHTBI, HE3aBUCUMO OT UX 00BEMA, BKIIKOYAKOTCS B OAHO 3JIEKTPOHHOE JIETIO.

10.17.B rpage 4 «Cpok xpaHeHust U No CTaTbH MO MEPEUHIO» YKA3BIBAKOTCS CPOKH
XpaHEHUs JE€1 W HOMEpa CTared N0 TUNOBOMY WJIM BEIOMCTBEHHOMY IEPEYHIO
JOKYMEHTOB C YKAa3aHHUEM CPOKOB XpaHEHHs, (PelecpailbHOMYy 3aKOHY WM WHOMY
HOPMAaTUBHOMY ITPABOBOMY aKTY.

10.18.B rpade 5 «lIpumedanume» NpPOCTABIAOTCS OTMETKH O 3aBEACHUM JET
(«3aBeneHoy), 0 mepexomdammx aenax (Hampumep, «llepexomsimee ¢ 2016 roma»), o
BBIICTICHUM JI€N K YHUYTOXKCHUIO, O JULAX, OTBETCTBEHHBIX 332 (POPMUPOBAHUE NIEN, O
nepeaaye el B IPYryr0 OPraHu3atmio AJis MPOJOJKEHHUS.

Ecmm neno ¢popmupyercss B ”HGOPMALMOHHON CUCTEME W BKJIKOYACT JIEKTPOHHBIC
JOOKyMEHTHI, B rpade «IIpuMeuanue» OTMEYaeTCsi, YTO AEJI0 BEAECTCS B BJIEKTPOHHOM
BH/JIE C YKA3aHUEM HAUMEHOBAHWs HH(POPMALIMOHHOW CUCTEMBI.

«Onexktponnble 1oKyMeHThl. COJl «Kanuenspust», b/l «CnyxeOHbIC 3aUCKA».

10.19.110 3aBepLIeHUH AETONMPOU3BOICTBEHHOTO r01a B KOHIIE HOMEHKIATYPhI €T
B K&XIOM CTPYKTYPHOM MOAPA3AECICHAA O(POPMIIICTCS MTOTrOBas 3amucCh, B KOTOPYIO
BHOCSITCSI CBEICHUS O KOJMYECTBE 3aBCIACHHBIX JE€l (TOMOB, 4acTei), OTAEIBHO
NOCTOSSHHOTO W BPEMEHHBIX CPOKOB XPAaHCHHs, BPEMEHHBIX CPOKOB XPAHEHUS C
orMeTkor «OIIK» wm mepexomdammx. MToroeas 3amuch JOMONMHSAETCA NAHHBIMU O
KOJIMYECTBE HJIEKTPOHHBIX JEJI COOTBETCTBYIOIIMX CPOKOB XPAHEHUS.

B WTOroByrw 3amuch CBOJHOH HOMEHKJIATYPBI JEJI CBEICHHUS BHOCATCA Ha
OCHOBAHUM JAHHBIX, EPEAAHHBIX U3 CTPYKTYPHBIX MOAPA3ICICHAN OpraHu3ariyii.

CeneHust, COAEP)KAMECS B UTOTOBOM 3alIMCU HOMEHKJIATYPBI A€ OPraHrA3aluHu,
MEPENAOTCSA B ApXUB OPraHU3aly, O YeM B HOMEHKIIATYPE A€ MPOCTABISAETCS OTMETKA
C YKa3aHHUEM JTOJDKHOCTH U IMOJIMCH JINLA, TEPEAABLIETO CBEACHUSI.

10.20. Jlema co mHA WX 3aBCICHUS 0 MEPETAYd B APXUB OPraHU3alUMU WU [0
BBIICTICHUS] X K YHHUYTOKCHUIO M0 UCTCUEHUM CPOKA XPAHECHHs XPAHSITCS MO MECTY MX
(opMUPOBaHUSL.

Jlenno  cuMraercs 3aBEACHHBIM C  MOMEHTA BKJIIOYEHUS B  HETO IMEPBOTO
MCITOJIHEHHOTO TOKYMEHTA.
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10.21.1Tpu popmupoBanuu aen Ha OyMaKHOM HOCHTEJE TOJDKHBI COOMFOIATHCS
cienyromue o0mue npaBuia;

B JIEJIO MOMEMIAOTCS MCHOTHEHHBIE JOKYMEHTBI, COOTBETCTBYIOLIME MO CBOEMY
COJIEP’KAHUIO 3ar0JIOBKY JIENA MO HOMEHKIIATYPE [N,

NPUJIOKEHUS TOMEIIAKOTCS BMECTE C OCHOBHBIMH TOKYMEHTAMU,

B JICJIO BKJIFOYAKOTCS AOKYMEHTBI OJHOTO KAJICHAAPHOIO roja, 3a MCKIIFOUCHUEM
NEPEXOIANINX JEIT,

JOKYMEHTBI MMOCTOSIHHOTO M BPEMEHHBIX CPOKOB XPAHCHHUS IPYNIHUPYIOTCS B A€na
Pa3aEIBHO,

B JIEJIO BKJIKOYAETCS MO OAHOMY SK3EMIUISIPY KaKI0r0 TOKYMEHTA,

(akcorpaMmbl, TeJErpaMMbl, TeACPOHOTPAMMBI TMOMEIIAKOTCI B Jena C
NEPENUCKON HA OOIIMX OCHOBAHUSIX,

B JICJI0 TMOMEHIAKOTCS JOKYMEHThl TPABHJIBHO M TMOJHOCTBEO O(OPMIICHHBIE
(TOKYMEHTBI JIOJKHBI UIMETh AATy, MOANKUCH U APYTUe HEOOXOAUMBIC PEKBU3HUTHI),

B JIEJIO HE BKJIKOYAOTCS TOKYMEHTBI, MOUIC)KAIINAE BO3BPATY, JUIIHUAE SK3EMILISPBI
Y YCPHOBHKH (32 HCKIIFOUEHUEM 0CO00 IIEHHBIX ),

no 00beEMY JIEN0, BKIIOYAKOMICE JOKYMEHThl Ha OYMaKHOM HOCHTENE, HE JOJKHO
npebimiath 250 JHCTOB, MpU TOJAWMHE HE Oonee 4 cM (TOJNLIMHA €T CO CPOKaMHU
xpaneHus 10 10 yiet He nomkHa npesbimars 10 cM). [1pu npeBbllieHnr JaHHOTO 00beMa
3aBOAMTCS BTOpPOi TOM. [Ipym Hanmuumm B Aene HECKOJBKMX TOMOB (4acTeil) MHIEKC W
3aroJIOBOK JIeJ1a MPOCTABRIISIOTCA HA KAKIOM TOME ¢ AoOaBiieHueM 0003HaueHuit: «T. 1»,
«T. 2».

JIOKyMEHTBI BHYTPH [I€JIa PACMOJAraroTCs CHU3Y BBEPX B XPOHOJIOTHMYECKOH,
BOMPOCHO-JIOTMYECKOH MOCIEA0BATENBHOCTH WITM KX COUYETAHHM.

PacnopsauTenbHble JOKYMEHTBI TPYIIIUPYIOTCS B ACJIA MO BUAAM U XPOHOJIOTHH C
OTHOCSIILIAMHUCS K HUM MPUWIOKCHUSIMH. JOKYMEHTHI - OCHOBAHHSI K PacloOPSARTEIBHBIM
JOKYMEHTAaM BKJIFOUYAOTCS B OTAEIBHOE JIETIO.

[TpoToKoJIBI B IENE PaCcCONararoTcs B XpOHOJOTHYECKOM MOPSIIKE U IO HOMEPAM.

JIOKyMEHTBI K 3acelaHusIM (COBELIAHMSM ) TPYNIUPYIOTCS B OTAEIBHOE AEII0, KaK
Y TIPUJIOKEHUS K TPOTOKOJIaM, €CJIM OHU coaep Kar Oosiee 25 cTpaHull.

JIOKyMEHTBI K MOPOTOKOJAM, €CIW OHW CrPYIIUAPOBAHBI B OTACIBHBIC JCTA,
CUCTEMATHU3UPYIOTCS BHYTPH JI€71a 10 NOPSAKY HOMEPOB TPOTOKOJIOB.

JlokajibHbIE ~ HOPMATHBHBIE  AKThl,  YTBEP)KACHHBIE  PACHOPSAMTEIBLHBIMA
JOKYMEHTAMHU, SIBJISIFOTCS PUJIOKEHUSAMH K HAUM M TPYIIIIUPYIOTCS BMECTE C YKa3aHHBIMU
JOKYMEHTaMHU.

[TprKa3bl MO OCHOBHOM AEATEIBHOCTH TPYNIUPYIOTCS OTACIBHO OT MPUKA30B MO
JUYHOMY COCTaBY M MPUKA30B M0 aJIMAHUCTPATABHO-X03SMCTBEHHON NEATEIBHOCTH.

[Tpukasbl 1O TMYHOMY COCTaBY (POPMHUPYIOTCS B A€NIa B COOTBETCTBHH CO CPOKAMH
XPaHECHUSI.

JIOKYMEHTBI B JIMYHBIX ACNIAX PACHOIAraroTCs MO0 MEPE UX MOCTYILICHUS.

[lepenucka rpynnupyercss B JAefla MO TEMATUKE W/WIM KOPPECHOHACHTaM W
CUCTEMATHU3UPYETCST B XPOHOJOTMYECKOW MOCIENOBATENILHOCTA:  JOKYMEHT-OTBET
MOMEMIACTCS 32 IOKYMEHTOM-TPOCK00ii (3ampocoM). [1pu BO30OHOBIICHUM MEPETTUCKH 11O
ONPEACTIEHHOMY BOIMPOCY, HAYABIIEHCS B MPEABIAYIIEM I'OAY, TOKYMEHTHI BKITFOUAOTCS B
JEJI0 TEKYLIETO I'o/1a ¢ YKa3aHUEM MHIEKCA eI MPEAbIAYIIEro roa.
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ONEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS B JIEKTPOHHBIE JI€NIa B COOTBETCTBUU C
HOMEHKJIATYPO#l €] OpraHmM3aluy B TOH MH(OPMAUMOHHON CHCTEME, B KOTOPOM OHU
OBUTH CO3JaHbI WJIA B KOTOPYIO ObLIHA BKITFOUEHBI.

10.22. Jlns obecrieueHnss COXPAHHOCTH, y4eTa JOKYMEHTOB M JIeJl CTPYKTYPHOTO
NOpa3AeIICHUs] U OPraHU3alAN JOCTYMA K HUM TPOBOAMTCS KOMIUJIEKC padoT:

CO3/IAHUE ONTUMAJIBHBIX YCIOBUAN XPAHEHUS TOKYMEHTOB U JIET,

pa3MeIIEeHue JeiT,

NPOBEPKA HAJIMUYMS U COCTOSIHUSL JOKYMEHTOB U JEIT,

COOJTIO/IEHUE TIOPSIJIKA BbIIAYU ACIT.

10.23. [lena pazmemarotr B paboumx KOMHATax WM CHENUAIbHO OTBEACHHBIX IS
ATOW LENHA NOMEIIEHUAX B MKadax, HA CTEIaXax, 4To0bl 00ECIEUYNTh HX COXPAHHOCTD
W 3alIUTY OT BO3JACHCTBHS BPEAHBIX (PAKTOPOB.

Jena mis mx ydeta v OBICTPOrO MOMCKA MOJDKHBI PACHoOJIararbCs BEPTUKAIBHO,
KOPCIIKAMHA HAPY>Ky M B COOTBETCTBMU C HOMEHKIJIATYypoil aen. Ha xopemkax oOnoxex
Je]T YKA3bIBAIOTCA MHACKCHI IO HOMEHKIATYPE AEN, MPA HEOOXOOUMOCTH HOMEpP TOMa
aena, naty aena. HoMeHkmatypa fen Wiv BBIITMCKA U3 HEE MOMEIIACTCS HA BHYTPEHHEH
CTOpOHE mKada.

10.24. TIpoBepkr HAIMYKUS U COCTOSIHUS TOKYMEHTOB U JIET B LEJISIX YCTAHOBJICHUS
(haKTUYECKOTO HAIMYMS €N JOJHKHBI MPOBOJUTHCS OTBETCTBEHHBIM PAaOOTHUKOB OTACIA
KaJIPOBOI W MPaBOBOW PabOTHI B CIIyYasIX:

nepen nepeaavcii JOKYMEHTOB B apXHAB OpraHu3aluy;

PU NEPEMEILIEHUH JIEN,

IIPA CMEHE PYKOBOAUTENSI CTPYKTYPHOTO MOAPA3ACIICHUS,

OpU  PEOpraHu3aldl W JIMKBHJAUMW  OPraHu3alud WIH  CTPYKTYPHOTO
MOAPA3IETICHUSI.

[TpoBepka HaJMuMsi MPOBOAMTCS MYTEM CBEPKM CTaTeii HOMEHKJIATYPbl JEN C
OMUCAHUEM JEJI Ha OOJIOKKE, a (PU3NYECKOE COCTOSHHE JIEN OMPEACIACTCS MyTEM HX
BA3YIBHOIO MpocMOTpa. Bee 0OHApyXeHHBIE HEAOCTATKH JOJDKHBI (PMKCUPOBATHCS B
aKTE MPOBEPKU HATMYHS U COCTOSTHUS AETT.

10.25.B ciy4dae BBISIBIEHUS OTCYTCTBHS €N, YUCIAIIMAXCS M0 HOMEHKIATYPE JET,
PYKOBOJACTBOM MOJAPA3JACIICHUH TPUHUMAKOTCS MEPBI MO MX PO3BICKY. Ecau po3bick aen
HE JacT pe3yJibTara, COCTABIAETCS CIPaBKa O NPUYMHAX HX OTCYTCTBHS, KOTOpas
NOJMUCHIBACTCS PYKOBOIUTENEM MOAPA3ACICHHUS U MPEACTABISAETCS B OTACN KQAPOBOW U
IPaBOBOM palOTHI.

dakT yTpatel Aena (1en) GUKCUPYETCs B aKTE, COCTABIIEMOM OTACTIOM KaJIpOBOMH
W [paBOoBOW  pabOTBl M PYKOBOAMTENEM  CTPYKTYPHOTO  MOAPA3JACIICHUS
(YNOJTHOMOYEHHBIM WM JIMLOM) B TPEX 3K3EMIUIAPAX: MO OJHOMY JK3EMIUIAPY aKTa
XPaHUTCS B OTAENIC KaApPOBOM M MPaBOBOM paldOThl M CTPYKTYPHOM MOAPA3ACICHUM,
AK3EMIUIP aKTa MPEACTABISIETCS B APXUB OPraHU3ALKN MTPH MEPEAAYE AET CTPYKTYPHOTO
NOIPa3Ac/ICHUS] HA APXUBHOE XPAHEHHME.

10.26. OkcnepTt3a  LEHHOCTH  JOKYMEHTOB — NPOBOJUTCA  HA  OCHOBE
3aKOHOJATENBHBIX M HMHBIX HOPMATHUBHBIX MPABOBBIX aKkTOB Poccuiickoii denepanuu,
YCTAHABIMBAKIIMX TPeOOBaHWS K CPOKaM XPaHEHUs JOKYMEHTOB, THUIOBBIX H
BEJIOMCTBEHHBIX IEPEUHEN JOKYMEHTOB € YKa3aHUEM CPOKOB X XPAHEHUS:

IPUA COCTABJICHUN HOMEHKJIIATYPBI JEIT,
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IPU MOATOTOBKE JIEN K MEPEIAYE B apXUB OPraHU3aLNN;

B apXMBE OPraHU3aLUN.

10.27. Jlng opraHM3auy W MPOBEeACHUs PabOTBl MO SKCIEPTH3E LEHHOCTH
JOKYMEHTOB B OPraHW3allAd MPUKA30M PYKOBOJMTEINS CO3AACTCS SKCIEPTHASI KOMUCCHUS
(manee - OK), B opraHA3anmsax, MMEIOIINAX MOABEIOMCTBEHHBIC OPraHU3alnd, (PUIIAABI,
- LEHTpaJIbHAS SKCNEPTHAs KoMuccus (nanee - LIOK)

3amaun, (¢yHkuMM, npasa, opranuzauus padorel DK (LBK) onpepensrorces
NOJIO’KEHUEM O HEH, KOTOPOE pa3padaThiBacTCs HA OCHOBAHUM MTPHUMEPHOTO MOJIOKEHUS,
YTBEP’KACHHOTO YIOJHOMOYEHHBIM (peIEpaATbHBIM OPraHOM HMCIOJIHUTEIBHONW BJIACTH B
cdepe apxMBHOIO JIENA U AENONPOU3BOICTBA.

10.28. OcHoBHBIMH (pyHKIMsIMA DK SBISIOTCS:

OpraHu3alys €KEroAHOro 0TOOpa ACI A/l XPAaHEHUS U YHUUTOKCHUS,

PacCMOTPEHUE MW COIIACOBAHME TPOEKTA HOMEHKJIATYPBI JEJ OPraHU3aluu,
OMMUCEH NN MOCTOSHHOTO U BPEMEHHBIX (CBBIIE 10 NIET) CPOKOB XpAHEHUS, B TOM YUCIIE
N0 JINYHOMY COCTaBY, AKTOB O BBIJACIICHUM K YHHUYTOXKEHUIO JEJ, HE MOAJEKAIUX
XPaHEHUIO,

y4acTHE B MOATOTOBKE M PACCMOTPEHUH MPOEKTOB HOPMATUBHBIX M METOIUYECKHUX
JOKYMEHTOB I10 BOMpocaM paboThI ¢ JOKYMEHTAMH B OPraHU3aliu.

10.29. OkcnepTti3a  LEHHOCTM  JOKYMEHTOB — OCYLIECTBISIETCS  €KETOJHO
HA3HAYEHHBIMU OTBETCTBCHHBIMH pa0OTHUKAMKU COBMECTHO ¢ DK opraHmszaumu m non
METOIMYECKUM PYKOBOJICTBOM OTJEIIA KaAPOBOM M MPABOBOM pabOTHI.

10.30.1Ipm npoBEeNCHUH SKCIEPTHU3BI LEHHOCTH JOKYMEHTOB ITPH MOATOTOBKE €T
K Iepeaavye B QpX1UB OPraHu3alyK OCYIIECTBISECTC:

0TOOp IOKYMEHTOB MOCTOSSHHOTO M BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XpAHEHUS
JUIS TIEPEIaYkl B ApXHUB OPraHu3aluu;

0TOOp TOKYMEHTOB BPEMEHHBIX (10 10 JEeT BKIIFOUMTENBHO) CPOKOB XPAHEHUS U C
nomMeTkamMu «Jlo MuHOBaHHMS HAagOOHOCTH», «Jl0 3aMEHbl HOBBIMMY, MOJICKALIMX
JAJIbHEHIIEMY XPAHEHUIO B CTPYKTYPHBIX MOAPA3ACTCHUSX,

BBIICJICHUE K YHUUTOXKEHUIO JET 32 TPEAbIAYIINAE TOJIbI, CPOKHA XPAHEHUS KOTOPBIX
UCTCKIIM.

OOHOBPEMEHHO TPOBEPSETCA KAYECTBO M NOJHOTA HOMEHKIATYPHI  JIEN
OpPraHu3aLyH, TPABUIIBHOCTH ONPEACIICHUS CPOKOB XPAHEHUS JEN.

10.31. Jlena MOCTOSHHOTO W BPEMEHHBIX (CBbIIE 10 JIET) CPOKOB XPAaHCHUs
MOJJIEXKAT TOJMMCTHOMY TPOCMOTPY [UIS BBIJEICHUS M3 HMX COCTaBa JOKYMEHTOB
BpeMeHHBIX (10 10 J1eT) CPOKOB XpaHEHHSI.

Hema ¢ ormerkoi «OIIK» moaBepraroTcs MOMMCTHOMY HPOCMOTPY B LENSX
ONPEACTIEHUSI M BBIACICHHUS M3 MX COCTaBA JOKYMEHTOB, MOJICKANIMX MNOCTOSSHHOMY
XPAHEHUIO.

10.32.O100p 3JMEKTPOHHBIX JOKYMEHTOB Ul NEPEJAYd B apXWUB OPraHu3aluu
OCYILECTBISIETCS B aBTOMATU3UPOBAHHOM PEKUME MyTEM OTOOpa TOKYMEHTOB M3 0a3
JaHHBIX WH(POPMALIMOHHBIX CHCTEM O Npu3HaKy «MHaeke aenay («CpoK XpaHEHUs» ),

10.33.11o pe3ynpTataMm SKCIEPTA3bI LEHHOCTA JOKYMEHTOB B OpraHuU3aluu
OPOBOAMTCS O(DOPMIIEHUE ACT W COCTABISIFOTCS OMHCH €N MOCTOSHHOTO XPAHCHUS,
BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XPAHEHUS U MO JUYHOMY COCTaBY, & TAKKE AKTHI O
BBIICTICHUM K YHUUTOKCHHIO €], HE TIOJIC)KALINX XPAHEHUIO.
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Onucu Jenl MOCTOSHHOTO XPaHEHHs, BPEMEHHBIX (cBbimie 10 JieT) CpPOKOB
XPaHEHUS U TI0 JINYHOMY COCTAaBY, a TAK)KE aKThl O BBIJICICHUM K YHUUTOXKCHHIO JIEIT, HE
NOUISKANMX XPaHEHHIO, paccmarpuBaroTcss Ha 3acenanun OK (LIOK) opranmzaumm
onHoBpeMeHHO. CornacoBanHble OK (IIOK) akTel W ONMCH  yTBEP)KIAKOTCSA
PYKOBOJMTEIIEM OPraHU3allvu.

10.34. lena, oOpa3oBaBmIMECs B ACATEILHOCTH OpraHu3aliu M MOAJEKAIUe
XPaHECHUIO, MPOXOJAT MOJHOE WM 4acTudHoe odopmieHue. [lomHoMy odopmiieHnro
NoJUIeKAT JIeNna BPEMEHHBbIX (cBbime 10 JI€T) CPOKOB XPaHEHUsST M TMOCTOSIHHOTO
xpaHeHus. Jlema BpemeHHBIX (10 10 J€T) CPOKOB XPAaHEHHUs MOAJEKAT YACTHUHOMY
0(pOPMIIEHUIO.

OdopmieHne a1 MPOBOAUTCS B CTPYKTYPHBIX MOAPA3ACIICHUSX OPraHU3ALKNA 1O
MeCTy (POpMHPOBaHMS TOKYMEHTOB B JI€JIa.

10.35. TlonHOE opopMmiEeHUE Aciia HA OYMAXKHOM HOCUTENE BKITHOYACT:

oopMIIEHUE PEKBU3UTOB OOJIOKKH Jieia 1o Gopme;

HYMEPALUIO JINCTOB B JIETIE;

COCTaBJIEHUE JTUCTA-3aBEPUTENS IENA,

COCTaBJIEHUE B HEOOXOIMMBIX CIIy4asX BHYTPEHHEH ONUCH JOKYMEHTOB AETa,

NOJUINBKY M MEPETIET AETA,;

BHECEHUE HEOOXOIMMBIX YTOUYHECHWH B PEKBH3UTHI OONOKKHM Jeha (YTOUHEHHUE
HA3BaHWsI OPraHu3aluu, MHACKCA Aea, KpaWHUX AT JIeTa, 3arojloBKa Jeia).

Jlucr-3aBepuTenk Aena, BHYTPEHHsS OMUCh JTOKYMEHTOB Jena W O0JIO)KKa Jela
COCTaBJISIFOTCS 1O opMaM, yCTaHOBJIEHHBIM [ [paBunamu XpaHeHusl.

10.36. Jlena BpeMeHHBIX (70 10 €T BKIIFOUATEIHLHO ) CPOKOB XPaHEHUS,

NOJUIC)KAIME YaCTUYHOMY O(OPMIICHUIO, AOMYCKAETCS XPAaHWUTh B TNaNKax, B
KOTOPBIX JI€Na XPAaHWIACHh B JEJOMPOU3BOJCTBE, MEPECUCTEMATU3ALNS JOKYMEHTOB B
JeNIe HE MPOBOAMTCS, JIUCTHI AElIa HE HYMEPYIOTCS, JIMCTBI - 3aBEPUTENH Jciia HE
cocrapisitoTess. Ha 00n0Ke 1ena B COOTBETCTBUM C HOMEHKIIATYPOU JIENT OpPraHu3alyn
3aMOHSOTCS PEKBU3UTHI. HAMMEHOBAHUE OPraHU3aliN, HAMMEHOBAHHUE MOAPA3ACTICHMS,
WHJCKC JIeTIa, 3aroJIOBOK A€ma, CPOK XPaHEHHs JOKYMEHTOB.

10.37.Ha o0noxxke aen BpeMEHHBIX (CBbimie 10 JET) CPOKOB XPAaHEHUS W IO
JUYHOMY COCTaBY YKa3bIBAIOTCS:

HAUMEHOBAHWE BBIMICCTOSMICH OpraHu3auuy (OpraHM3alMi -  YYPEaUTeNs);
HAUMEHOBAHWE OpPraHM3alMM - KMCTOYHHMKA KOMIUIEKTOBAHMS TOCYAAPCTBEHHOTO
(MyHULMIIAIBHOTO ) ApXKBA,

HAUMEHOBAHUE CTPYKTYPHOTO MOIPA3ACIECHUS;, MHACKC Jea MO HOMEHKIIATYpe
JIEJT, HOMEP TOMa (YacTH), 3aroJIoBOK Jena (ToMa, 4acTH), KpaiiHWe JaThl Jena (Toma,
YACTH ), KOJIMYECTBO JIMCTOB B JIEJIC, CPOK XPAHEHUS ACIA; apXUBHBIA udp aena.

Ha o00nokkax Jen MOCTOSHHOTO XpPaHEHHWs HAJl HAMMEHOBAHMEM OPraHu3anuu
YKa3bIBaCTCS  HAUMEHOBAHWE  TOCYAAPCTBEHHOTNO0  (MYHULMIAIBLHOIO)  apxWBa,
MCTOYHUKOM KOMILUIEKTOBAHUSI KOTOPOTO BBICTYNAET OPraHu3alusl.

10.38.1Ipu opopmiieHuM OOIOKKHN AcTa:

HAUMEHOBAHME BBILIECTOAIICH OpraHU3alvK (OPraHu3alyy - YUYPEAUTENS ), IPH €€
HAJIMYMKM, VYKa3bIBACTCS TOJHOCTBIO B WMEHUTEIIBHOM MAJeKe, TMOA  MOTHBIM
HAUMCHOBAaHUEM B CKOOKax YKa3bIBAaETCs O(PUIMATIBHOE TMPUHATOE COKPALIEHHOE
HAaUMEHOBAHUE (TIPY €T0 HATMYKH ),
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HAUMEHOBAHWUE OPraHU3AlMKA YKA3bIBAETCS MOJHOCTHIO, B UMEHUTEIBHOM NAACKE,
C yKazaHMeM OQUUMAIBHO TMPUHATOrO COKPALIEHHOIO HAUMEHOBAaHUS (MPU  €ro
HAJIMYMH ), KOTOPOE YKa3bIBACTCS B CKOOKAX MOCIE TOJTHOTO HAMMEHOBAHHS,

HAUMEHOBAHHUE CTPYKTYPHOTO MOJAPA3JCIICHUS YKA3bIBACTCS TMOJHOCTBIO B
COOTBETCTBUM C YTBEPKACHHOMN CTPYKTYPOM OpraHu3aunu (IpH HAUTMYUH COKPALLICHHOTO
HAaUMEHOBAHMS CTPYKTYPHOIO MOAPA3JACICHUSI OHO YKA3bIBACTCSA B CKOOKAX),

WHJCKC JIeTIa MPOCTABISETCS B COOTBETCTBHM C HOMEHKJIATYPO I€N OpraHu3aluy,

3arojIOBOK  JIeNia  TMEPEHOCUTCS W3 HOMEHKJIATYPbl JI€1  OpraHu3anuu (B
HEOOXOUMBIX CITy4Yasix B 3ar0JIOBOK BHOCSTCS] YTOUHEHUS),

nathl Aena (rof(sl) 3aBEACHUS U OKOHYAHUS Je1a B ACTOMPOU3BOJICTBE).

[Ipn W3MEHECHWM HAMMEHOBAHMs OPraHM3ALMKM WK TOAPA3JICICHHUS B TCUYCHHE
NEPUOJA, OXBATBIBAEMOIO JOKYMEHTAMM Je€na, WIA MpU Nepenadye aeiaa B JApyroe
nopa3AciicHuE Ha OONOKKE NN MO MPEKHUM HAWUMECHOBAHUEM YKa3bIBACTCS HOBOE
HAUMEHOBAHWE OPraHU3alMK (MOAPA3ACICHMS), 4 TPEKHEES HAMMEHOBAHUE 3aKITI0YACTCS
B CKOOKH.

HWHpeke nena u 3arojioBOK Jeiia NEPEHOCITCS Ha 000KKY U3 HOMEHKJIATYPhI JET.
Ecnu neno coCTOMT W3 HECKOJIBKMX 4YacTei, Ha OOJIOKKY KaKIOro Toma (YacTH)
BBIHOCUTCSI OOLIMIA 3ar0JIOBOK JIE€a M 3ar0JIOBOK Ka)I0H 4acTH (ITPH €ro HaJIMYuK ).

Jlaroii gen, coaepyKauX PacnopsSAUTENbHYO AOKYMEHTALMIO, a TaKxke MO,
COCTOSIIIIMX M3 HECKOJIbKAX TOMOB (YacTel), IBJSIOTCS KpalHUE AaThl JOKYMEHTOB JENa,
TO €CTh JaThl (YKMCJIO, MECAI, T0J) PErUCTPalMHA (COCTaBJECHUS) CAMOIO PAHHETO M
CaMoro Mo3HET0 JOKYMEHTOB, BKIIFOUEHHBIX B Ae0. [Ipr 3TOM IeHb Mecsa (/1Ba 3HaKa)
¥ roj (4YeThIpe 3HaKa) 0003HAYaArOTCs apadCKUMU HU(ppaMy, HA3BAHUE MECALA TUIIETCS
cJI0BOM. Ecnu B 1€70 BKITFOYEHBI JOKYMEHTBI, AaThl KOTOPBIX BBIXOAST 32 KpaHUE JaThl
Jena, TO MOJ JaTaMH Jena, ¢ HOBOW CTPOKM AeNaeTcs 3amuch: «B geme mMerorces
JOKYMEHTHI 3a..roA (bl)». JlaTel Aema MOryT HE YKa3blBaTbCsl HAa OOJIOXKKE [El,
COJEPKAIMX, HAMPUMEDP, TOJAOBBIE TUIAHBI WM OTYETH, TAK KAK OHH OTPAKAKOTCS B
3aroJIoBKax JAeil.

JlaramMu faena, coaepsKallero MpOTOKOMbl 3aCEAAHNMA, SBJISIFOTCS ATkl MEPBOTO U
NOCJIEAHETO MPOTOKOJIA.

Kpaiinumu naramu JIMYHOTO JI€ia SBISIOTCS JAThl MOANMCAHUS MPUKA3a O IPUEME
(MpW HAIMYWU TPYAOBOTO JOTOBOPA - 1aTa 3aKJIF0UEHUS TPYA0BOTO JOTOBOPA) U MPHUKAa3a
00 YBOJIbHEHWM JUIA, HA KOTOPOE OHO 3aBEJCHO. B cinyyae cMepTH JMia, Ha KOTOPOe
3aBECHO JIEN0, KOHEYHOH naroil sBIETCS Aara JOKYMEHTA, HM3BELIAIOLIETO O €ro
KOHYHHE.

PEeKBU3NT «CPOK XpaHEHWs [ella» TEPEHOCUTCS Ha OOJNOXKKY Jena U3
HOMEHKJIATYPBI JEJI MOCIE CBEPKM €ro CO CPOKOM XPAHCHHWS, YKA3aHHBIM B IEPEUHE
TUIMOBBIX JOKYMEHTOB WA B BEIOMCTBEHHOM MEPEYHE JOKYMEHTOB, C YKAa3aHUEM
CPOKOB XPaHEHMUSI.

Ha nenax mocTossHHOTrO XpaHEHHsI MALIETCS: « XPAHUTD TOCTOSTHHOY.

10.39.1l0 OKOHuYaHMM TOAA B HAAMNKMCH Ha OOJOXKKAaxX JACNT MOCTOSHHOTO |
BpEMEHHBIX (CBbIIe 10 JeT) CpPOKOB XpaHCHHWs BHOCATCS YTOUHCHUS. TpU
HECOOTBETCTBUM 3arojiOBKA NI Ha OOJOKKE COJAECP/KAHUIO MOALIMTBIX JOKYMEHTOB B
3aroJIOBOK JI€71a BHOCATCS U3MEHEHHUS U IOTIOJTHEHUSI.

HammeHoBanus oOpraHm3alii W TMOAPA3JACICHUS, TOJ M HOMEp Jejaa MOTYT
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IPOCTABIATHCS HA 00JI0KKE ¢ TOMOLIBIO IITAMIIA.

10.40.B  wmensx oOecnedyeHWss COXPAaHHOCTH M 3aKpPEIUICHHS — MOpSAKa
PACIONOXKEHHUST JOKYMEHTOB, BKIIFOUEHHBIX B JEJI0, BCE €ro JMCTBl, KPOME JHCTa
3aBEPUTENIST W BHYTPEHHEH OMHMCH, HYMEPYIOTCS apadckuMu LudpamMu BaJOBOWH
HyMmepanueil. JIMCTel HyMepyroTCs TpaHTOBBIM KApaHIAIOM WM HYMEPATOPOM
(ynoTtpeOsicHWE 4YEPHHWJ W [BETHBIX KapaHjaumled s HyMEpauuu JIHCTOB HE
JOITYCKAETCs) CBEPXY BHU3, LM (PPBI MPOCTABIAIOTCS B MPABOM BEPXHEM YTy JIUCTA, HE
3a/1eBas TEKCTA JOKYMEHTA. JIMCTBI BHYTPEHHEN OMUCH HYMEPYIOTCS OTACIBHO.

JIMCTBI 1en, COCTOAIMX M3 HECKOJbKMX TOMOB WJIM YacTE, HyMEPYIOTCSA IO
KOKIOMY TOMY HJIM YaCTH OTIENBHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HYMEpaUEll IMCTOB HYMEPYIOTCS B OOIIEM MOPSJIKE.

Jluct moboro gopmara, MOAIMTHIA 32 OJAWH Kpad, HYMEPYETCs KaK OJUH JIMCT B
npaBoM BepxHEM yrily. CIOXKEHHBIA JIMCT Pa3BOPAYMBACTCS M HYMEPYETCS B MPAaBOM
BEPXHEM yry. JIUCT, CIIO’KEHHBIM M TMOAMIMTHIN 32 CEPENANHY, MOMICKUT NEPEUINBKE U
HYMEPYETCs KaK OJUH JIUCT.

Eciu B €710 MOAIIMT KOHBEPT € BIOKEHUEM, CHAYala HyMEPYETCS KOHBEPT, a
3aTeM OUEPENHBIM MOPSAKOBBIM HOMEPOM KKI0€ BJIOKEHUE B KOHBEPTE.

Ecimm B Hymepanuu auctoB ponyuieHo Ooniee 10 ommboK, Bce A0 HyMEpyeTcs
3aHOBO. [Ipy 3TOM cTapble HOMEPA 3aUYECPKUBAKOTCS, U PSAIOM CTABHTCS HOBBIA HOMED
JMCTA.

[Ipy HaMuMK OTACNIBHBIX OMMOOK B HYyMEPAUMU JIMCTOB JIOMYCKACTCS
ynoTpeOaeHue TUTEPHBIX (C OYKBEHHBIMH JOTIOJIHEHUSIMHU ) HOMEPOB JIMCTOB.

10.41.1locne 3aBepuicHUs HYMEPAMH JIMCTOB COCTABJISACTCS JIMCT-3aBEPUTEITH
JeNla, KOTOpBIA pacmoslaractcs B KOHUE Jena. B jmcre-3aBeputene mudppamu u
INPOMUCHI0 YKA3bIBAKOTCS KOJIMYECTBO JTUCTOB B JAHHOM JEJI€, 0COOCHHOCTH OTACIbHBIX
JOKYMEHTOB (HESCHBIN TEKCT, Pa3PbIBbI, CKIECHKN).

Jlucr-3aBepuTens JAena  MOAMKCHIBAETCS €r0  COCTABUTENEM C  YKa3aHHEM
JOOJKHOCTH, MTHULUAIOB U ()aMUIIAH, 1AThl COCTABJICHUS.

KonnuecTBo AUCTOB B A€, YKA3aHHOE B JIMCTE-3ABEPUTENIE JIENA, TPOCTABIISETCS
Ha 00JI0KKE Aena.

Ecnmm neno mepeniereHo W moAIMTO O3 JTUCTa-3aBEPUTENS, TO COCTABJICHHBIN
JMCT-3aBEPUTEND MOAKICHBACTCA K BHYTPEHHEH CTOPOHE 3aIHEHN OOJIOKKH JAena.

10.42. ]Ina  y4yera JOKYMEHTOB ONPEAECICHHBIX KATErOpUil MOCTOSIHHOTO U
BpeMEHHOro (cBbiie 10 JIET) CPOKOB XPAHEHWS, YYE€T KOTOPBIX BbI3BaH ClECHU(PUKON
JOKYMEHTAlMK, BKJIOYCHHOH B JEJI0, COCTABISIETCS BHYTPEHHSII OMKMChH JTOKYMEHTOB
Jena, oMenaeMas B €ro Havaio.

BHyTpeHHssI ONKMCh BKIIFOYAETCS B JIENA, UMEIOLIME OCOOYI0 3HAYMMOCTb, a TAK¥KE
B Jey1a, COOPMUPOBAHHBIE 10 BUAAM JTOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE PACKPHIBAKOT
KOHKPETHOTO COJIEP>KaHUsI JOKYMEHTOB.

BHyTpeHHssI ONMHACh AOKYMEHTOB JI€Na COCTABIISICTCS TaK)KE€ HA OOBEMHBIE JEiIa
NOCTOSSHHOTO W BpPEMEHHBIX (cBble 10 JIET) CPOKOB XpaHEHHsl B LENAX y4eTa U
OBICTPOTO HAXOKJIEHUSI JOKYMEHTOB B JIEJIE.

B KOHIIE BHYTpPEHHEH OMKMCH yKa3bIBacTCs LU(PpPaMu U MPOMUCHIO KOJUYECTBO
BKJIFOUEHHBIX B HEE TOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEHN OMMCH.

BHyTpeHHSsI OUCh JOKYMEHTOB JI€Ia OANUCHIBACTCS COCTABUTENIEM C YKA3aHUEM
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(cBbimie 10 7ET) CPOKOB XpAHEHUS, A€jia N0 JUYHOMY COCTaBY, 3JIEKTPOHHBIE JENA, a
TaKKEe Ha JEeNa, COCTOSALIME U3 JOKYMEHTOB, XAPAaKTEPHBIX I JAHHOW OPraHu3aluuu
(cyncOHbIe, CIEICTBEHHBIC JIENIA, HAYYHBIE OTYETHI [0 TEMAM).

Onucu  Jen  CTPYKTYPHBIX — TNOJAPA3ACICHUN  COCTABIAIOTCS MO (dopmawm,
YCTAHOBJICHHBIM [ IpaBunamu xpaHeHUsI.

[To onucsiM Aen CTPYKTYPHBIX MOAPA3ACIICHUN TOKYMEHTBI NIEPENAIOTCS B apXUB
OpraHH3aLnH.

Ha nena BpeMeHHBIX CpOKOB XxpaHeHus (10 10 JeT BKIIFOUMTENBHO) ONUCH HE
COCTABIIAFOTCA, U B apXUB TaKWeE J€a HE NEPEHAIOTCA.

[Tpu nanuumu B opranuzanuu CIJ onucu aen GOpMUPYIOTCS B CHCTEME.

10.48.0nmcu  f1en  CTPYKTYPHBIX TMOAPA3JCIACHUNA TPEACTABISIOTCS B  apXHB
OpraHu3aliy HE paHee, YeM Yepe3 OJMH I'OJ, W He IMO3IHEE, YeEM Yepe3 TPHU roja mocie
3aBepLUEHUS 1€ B IETONPOU3BOACTBE.

10.49.0OtaenbHas OMUCh MPEACTABIAET COO0I MEPEUEHb OMUCATENBHBIX CTaTeil ¢
CaMOCTOSTEIILHON TOPSIAKOBOM HYMEpauei, Kakaas W3 KOTOPBIX JOJDKHA BKITFOYATh
CJIEAYIOLIUE CBEICHUS:

MTOPSIIKOBBIN HOMED JIeJ1a 110 OIUCH,

WHJIEKC AeNa,

3arojIOBOK J€Na;

KpaitHue NarTel Ieia,

KOJIMYECTBO JIUCTOB B JIETIE;

CPOK XpaHEeHUs [ENa;

MIPUMCUYAHHUS.

10.50.11pu cocTaBieHUMN OMUCH JENT CTPYKTYPHOTO MOAPA3ACICHUs COOFONA0TCS
cienyromue TpeOoBaHus:;

3aroJIOBKA JI€JT BHOCATCA B ONHUCh B COOTBETCTBAM C TPUHATON CXEMOW
CUCTEMATHU3aLMU JIE]T, 3aKPEIJIEHHON B HOMEHKIIATyPe €T,

KOKI0€ JI€NI0 BHOCUTCS B OMMCH MOJ CAMOCTOSITENIBHBIM MOPSAKOBBIM HOMEPOM
(eci I€JI0 COCTOMT M3 HECKOJIBKAX TOMOB MJIM YaCTEH, TO KaKAbld TOM WM 4YacThb
BHOCSITCS B OIUCH MOJT CAMOCTOSITEIbHBIM HOMEPOM ); TOPSAJOK HYyMEPALMH JIEN B OMTUCH -
BaJIOBBIIA,

rpadbl OMHMCH 3aMOJHSKOTCS B COOTBETCTBUM C TEMH CBEACHHUSMH, KOTOPBIE
BBIHECEHBI HA OOJIOXKKY JIeNa;

PU BHECEHUH B OMKCh MOAPSI ACI (TOMOB, YaCTei) ¢ OAMHAKOBBIMH 3ar0JIOBKAMU
3aroJIOBKA BCEX €N (TOMOB, YacCTEH) MUINYTCS MOJHOCTBIO, NMPU BHECEHUM B OMKCH
NOCJICAHETO 3aroyioBKa nodasisercs cnoso «llocnennuiiy),

rpadpa omucn «lIpumedanus» HCMOONB3YETCS i OTMETOK O TpUEME JeT,
OCOOCHHOCTSX WX (PU3MUYECKOTO COCTOSHMS, O NEpesadye AN APYTHM CTPYKTYPHBIM
MOJIPA3ACIIEHAEM CO CCHUIKON HA aKT, O HAJIMYUAHA KOTIHH.

10.51.Tlepen BHECEHWEM 3aroJIOBKOB JI€T B OIUCH IPOBEPSIOTCS KAYECTBO
(opMupoBaHus U OPOPMIIEHUS €N, COOTBETCTBAE KOJMYECTBA €], BHOCUMBIX B OMKCH,
KOJIMYECTBY 3aBEIECHHBIX JEJ 10 HOMEHKIATYPE €l OPraHU3aLuH.

B KoHie onucH Beiaen 3a MOCIHEAHEH ONMUCATENBHON CTarbedl  3aroIHAETCA
UTOTOBasl 3aMUCh, B KOTOPOH YKa3bIBAOTCS (HU(PPaMH U MPOMUCHI0) KOJIUYECTBO JIEN,
YUCISIIIMXCA TI0 OMMCH, TMEPBBIA M TMOCIECIHUWNA HOMEpPA AN N0 ONUCH, a4 TaKKe
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OrOBapUBAKOTCS OCOOCHHOCTM HYMEpalMu Je1 B ONUCH (JUTEPHbIE HOMEpAa U
OPOMYIIEHHBIE HOMEPA).

10.52. TIopsnOK IPUCBOCHKSI HOMEPOB OMUCSAM JIEN CTPYKTYPHBIX NMOAPA3AEICHUI
YCTaHABJIMBAETCS M0 COTTIACOBAHMIO C QPXMBOM OPraHU3ALNH.

10.53.1Ipn COCTaBJICHMHM OINHCHA DSJIEKTPOHHBIX JE€JI B OINUCh BKIIFOYAKOTCH:
MOPSIAKOBBIA HOMEP 3JIEKTPOHHOTO €A TI0 ONUCH,

MHJEKC BIEKTPOHHOIO JIENA,

3aroJIOBOK JIENa,

nara jiena (ToMma, 4acTH),

CPOK XpaHEHUS AEIa;

00BEM BIIEKTPOHHOTO Jena B MO;

MPUMEYAHHUS.

B cocraBe onmcu 3nekTpoHHBIX 1en1 B COJ1 popMupyercs peectp 3I€KTPOHHBIX
JOKYMEHTOB (KOHTEHHEPOB JJICKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAKOTCS
CBEACHHS 00 IEKTPOHHBIX JOKYMEHTAX, BKIOUEHHBIX B KQKI0€ AICKTPOHHOE AEIO.

10.54. Onicn fnen CTPYKTYPHOTO MOAPA3AEIEHUS TTOAMUCHIBAKOTCS PYKOBOIUTEIEM
NOIpa3AeiICHUs, COTNACOBBIBAIOTCA DK CTPYKTYpHOTO nmoapa3AcicHus (MpH €€ HATMYKH )
W OTHENOM KaapoBOW W TpaBOBOH pPadOTHL. PeecTp 53NEKTPOHHBIX JOKYMEHTOB,
SABJIAFOLIUICS TIPUIIOKEHUEM K OIMCH DBJIEKTPOHHBIX JOKYMEHTOB, MOANMUCHIBACTCS
COCTAaBUTEIEM pEECTpa C YKA3aHWEM JOJDKHOCTH, WHULMAIOB, (aMWInK, JaThl
COCTABJICHHSI.

10.55.0nucu nen CTPYKTYPHOTO MOAPA3ACIICHUS OPraHU3aluu COCTABJISIIOTCS B
JBYX DK3EMIUIApaX Ha OyMa)KHOM HOCHUTEIE, OJMH W3 KOTOPBIX MEPEAACTCS BMECTE C
JICJIAMH B QDXWB OPraHU3alviu, a BTOPOHA OCTAETCS B KAUECTBE KOHTPOJIBHOTO SK3EMILISAPA
B CTPYKTYPHOM TIOAPA3JNENCHUU. B apxWB oOpraHuM3anvv TakKe NEPENacTes 10
SK3EMIUIAPY ONWCEH JAem B DJICKTPOHHOM BHJAEC B pelakTupyeMom (dopmare s
WCITOJIb30BAHUSl B JAJIBHEHIEM Ui MOATOTOBKA APXWBHBIX ONUCEH €I, JOKYMEHTOB
(rOIOBBIX PA3AECTIOB).

10.56. [lena nepenarOTcsl HA XPAHEHUE B APXUB OPraHU3allMd B COOTBETCTBUM C
rpauKoM Mepeaaud JOKYMEHTOB, YTBEPKICHHBIM PYKOBOAWTEIEM OpPraHM3alud WU
WHBIM YIIOJTHOMOYEHHBIM UM JIMLIOM U COTJIACOBAHHBIM C PYKOBOJIUTEISMU CTPYKTYPHBIX
[TOIpa3ACIICHUMN.

10.57. Jlena mMOCTOSSHHOTO W BPEMEHHBIX (CBble 10 JI€T) CPOKOB XpaHEHWUS,
JOKYMEHTBI M0 JIMYHOMY COCTaBY, JJIEKTPOHHBIE JOKYMEHTHI TEPENAIOTCS B aAPXUB
OpraHu3alMd HE PaHee, YeM 4Yepe3 TOA, U HE NMO3JHEE, YEM YEepe3 TPHU rojaa mocie
3aBEPLLICHUS UX B ACJIOMPOU3BOICTBE.

10.58.Ilepemaua nen B apxXWB OpPraHU3alMy MPOU3BOAUTCS MO OIMMUCAM JIET
CTPYKTYPHBIX ITOAPA3ACIICHUN.

10.59. YnonHOMOYEHHbI ~ pabOTHMK  apxuBa  MPOBEPACT  MPABWIBHOCTH
opopmieHuss W (POPMUPOBAHMS JIEN, NPABWIBHOCTh COCTABJICHWS ONUCEH e,
COOTBETCTBME  KOJMYECTBA JEJ, BKJIKYEHHBIX B  ONWCh, KOJHMYECTBY  JEII,
c()OPMUPOBAHHBIX B COOTBETCTBUM C HOMEHKIATYPOH AETI.

BrIsiBIICHHBIE TPU MPOBEPKE HEAOCTATKH B (POPMHUPOBAHUM M O(POPMIICHWHU AEI
PabOTHHUKM CTPYKTYPHOTO MOAPA3ACICHUS 003aHbl YCTPAHUTD B IBYXHECIBHBIN CPOK.

10.60.1IpueM KaxI0TO €na B ApXUB OPraHU3aldyA MTPOU3BOAMTCS B NMPUCYTCTBUU
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JEJIONPOU3BOANTENSL CTPYKTYPHOTO noapaznencHus. [lpu 3Tom Ha 000uX 3K3eMIspax
OMKCH MPOTUB KAKIAOTO JIENA, BKIIOUEHHOTO B HEE, JEIAETCA OTMETKA O HAJMYKMU JIENA.
B KOHIE KakIOro 3K3eMIuisipa OMMCHA B WTOTOBOM 3amMCH YKasblBacTcs uuppamu u
IPOIMUCHI0 KOTMYECTBO (DAKTHYECKU MPUHATHIX B APXUB JCH, B TOM YHCJIE 3JIEKTPOHHBIX,
HOMEpPA OTCYTCTBYIOILMX [EN, Aara NpUeMa- MEpefadyd Ael, a TAKKE MOANUCH LA,
OTBETCTBEHHOTO 34 aPXMB, U JIMLA, IEPEIABIIETO AENA.

Hroroas 3anuch NOATBEPHKAACTCS NOANUCIAMHU COTPYIHHUKA apXHUBA U COTPYAHUKA
(1€TONPOU3BOAUTENS) CTPYKTYPHOTO MOAPA3AEICHUS, MEPEAABUIETO Ieja Ha OyMaXKHOM
HOCHTEJIE U JJIEKTPOHHBIE AETIA.

10.61.1lepemaya 3MEKTPOHHBIX JOKYMEHTOB B APXHUB OPraHU3alMU MTPOU3BOAUTCS
HA OCHOBAHWMH OMHCEH SJIEKTPOHHBIX JAET MO HHPOPMALMOHHO-TEIEKOMMYHHUKAIIMOHHON
ceTW (NP HAIMYMM B apXMBE OpPraHu3anuu WH(OPMALMOHHOH CUCTEMBI) WM Ha
¢u3nyeckn 00OCOOJICHHBIX MaTEPUATBHBIX HOCUTENAX, KOTOPBIE NPEACTABISIOTCS B
JBYX UJICHTUYHBIX 3K3EMIUISIPaX.

10.62.B cnyyae nTUKBUIALMHU WM PEOPraHU3alMU CTPYKTYPHOTO NMOAPA3AEICHUS
OpraHu3alMy  JEJIONPOU3BOAUTENDL  MOAPA3NEIECHUS B TNEPUOA  NPOBEACHUS
JMKBAJAUMOHHBIX MEPONPUATHH (QOPMHUPYET BCE MMEKOINUECS TOKYMEHTHI B JEna,
opopmiiieT Aena M TEPENacT WX B apXUB OPraHu3alvd, HE3aBUCHMMO OT CPOKOB
xpanenus. [lepenaya nen oCymeCcTBASETCS IO ONUCAM €T U HOMEHKIIATYPE €.

10.63. Ha npgema ¢ MCTEKIIMMH CPOKaMU  XPAaHEHHsT B CTPYKTYPHBIX
MOAPA3AETICHUAX OPraHU3allii COCTABIIAIOTCSA MPEMIOKEHUS K aKTy O BBIJCICHUM K
YHUUYTOKCHUIO JOKYMEHTOB, HE MOJUICKAIIMX XPAHECHUIO (10 (popMe, yCTAaHOBIEHHOMU
[IpaBunamu XpaHeHus.

Ha ocHOBe mpemIOKEHU CTPYKTYPHBIX ToapasaencHuit OtTaen KaapoBOd H
npaBoBOM pabOThl OpPraHM3allMd COCTABISET AKT O BBIACIICHUM K YHHUYTOKECHUIO
JIOKYMEHTOB, HE MOIJISKAIIUX XPAHCHUIO, HA JIEia BCEH OpraHu3aliu no Toi ke Gopme.
3arosl0BKA OAHOPOHBIX AEJ, OTOOPAHHBIX K YHHUYTOKEHUIO, BHOCITCS B aKT MO OOIIUM
3aroJIOBKOM C YKa3aHUEM KOJIMYECTBA ACJI, OTHECEHHBIX K JAHHOW IPyIIIIe.

10.64. [lena BKIXOYAKOTCS B aKT O BBIACJICHMM K YHUYTOKECHHUIO JTOKYMEHTOB, HE
MOJIEKAMX XPAHECHUIO, €CIIM MPEIYCMOTPEHHBIN Ul HUX CPOK XPaHEHUs MCTEK K 1
SHBAps rojia, B KOTOPOM COCTaBJicH akT. Hampumep, 3akoH4ueHHbIe B 2014 roqy nmena ¢
3-IETHUM CPOKOM XPaHEHUs, MOTYT OBITh BKIIFOUEHBI B aKT, KOTOPbI OyAET COCTABIEH
He panee 1 suBaps 2018 rona.

10.65. [lena ¢ ormerkoil «OIIK» momnmexar MOJIMCTHOMY IMPOCMOTPY B LENAX
BBISIBJICHHSI TOKYMEHTOB, MOJIEXKAIINUX MOCTOSIHHOMY XPAHEHUIO. BBISBICHHBIE B TAKHX
JeNax JOKYMEHTBHI TOCTOSHHOTO XPAHECHMsI BBIACISAIOTCS M NPUCOCIMHSIOTCS K
OJTHOPOJHBIM Jie1aM Ui (POPMUPYIOTCS B CAMOCTOSTENBHBIE JETA.

OcTanbHBIE TOKYMEHTHI AesIa ¢ OTMETKON «OIIK» BKIIOUYAKOTCS B aKT, MPH 3TOM
orMeTKa «OIIK» B aKTe HE YKa3bIBACTCS.

10.66. AKT 0O BBIACICHUM K YHUYTOKCHHIO JOKYMEHTOB, HE TOMJICKAIUAX
XPAHEHUIO, MPEACTABISAETCA HA PACCMOTPEHME M cornacoBaHue DK OAHOBPEMEHHO C
OMMCAMH AEJI NTOCTOSHHOIO XPAHEHMS U 110 JINYHOMY COCTaBY.

10.67.AKT O BBIACICHUM K YHUYTOKCHHIO JOKYMEHTOB, HE TOMJICKAIUAX
XPAHEHUIO, VTBEPIKAACTCS PYKOBOAMTENIEM OpraHusauuy mnocie yrBepkaeHus OlIK
APXMBHOTO  YYPEKIEHHUS, TOCYJAPCTBEHHOTO WM MYHULMIIAIBHOIO apxvBa B
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COOTBETCTBUM € TPEAOCTABICHHBIMU €MY ITOJTHOMOYHMSAMHU ONKUCEN M€ TMOCTOSIHHOTO
XPaHEHUs W COIJIACOBAHMS OINMHUCEH JAeNl 1O JIMYHOMY COCTaBy, NOCIE 4Yero Jena,
BBIJICJICHHBIE TIO AKTY K YHAUUYTOXKECHHIO, MOTYT ObITh YHUUYTOKCHBI.

10.68. lena, mnoAneKalMe YHUYTOKCHHUIO, TNEPENAOTCI HA NepepalboTKy
(yrummzanuio). [Tepenava nen opopmisieTess TpueMo-CIaTOYHON HAKIaqHOM.

[Tocne YHHYTOXKEHHMS JE€N B HOMEHKIATYPE JEI NPOCTABISIOTCS OTMETKH,
3aBEPSEMBIE MOANMKUCHIO CIICHAATUCTA OTACTA KaAPOBOM M MPaBOBOM pabOThI, U JATOM:

«YHNUTOKEHO. CM. aKkT No OoT . lloanuce, WHHUIMAIEGL,
bamuus.

10.69. DNEKTPOHHBIE NOKYMEHTHI C WCTEKIIMMH CPOKAMHW XPAHEHUS MOMJIEKAT
BBIJICJICHUIO K YHWUYTOXEHWIO Ha OOIIMX OCHOBAHUSX, MOCIE YEro MPOBOJUTCS MX
(U3NUECKOE YHUUTOKEHUE WM YHUUYTOKEHUE MPOTrPAMMHO-TEXHUUYECKUMU CPEICTBAMU
C COOTBETCTBYIOIICH OTMETKOH B AKTE O BBIJCICHUHA K YHHUYTOXXCHUIO SJICKTPOHHBIX
JIOKYMEHTOB.

ONEKTPOHHBIC HOKYMEHTBI CUHMTAKOTCS YHWYTOKCHHBIMHM, €CIIA MX HEJb3s
BOCCTAHOBUTH CPEACTBAMU WH(POPMAIIMOHHONW CUCTEMBI HA HOCUTEIISIX WH(OPMAINKY U U3
PE3EPBHBIX KOTHM.

10.70. AKTBI O BBIICJICHAA K YHWUYTOXXCHUIO JTOKYMCHTOB, HE NOJICKAIIUAX
XPAHEHUIO, XPAHATCS MOCTOSIHHO B Aene (POHA.

11. Opranusanus 10CTyna K A0KyMEHTaM U HX HCIOJIb30BAHUS

11.1. Beimaua nen, HAXOAAUMXCSA HA XPAHEHWUM B OTIECIE KAAPOBOH W MPABOBOM
paboThI, CTPYKTYpHBIX noapazaciacHusx MKY YO paGoTHukam Apyrux moapasaciacHui
JUTSL O3HAKOMJIEHHS ¥ (WJIM) JJI1 BPEMEHHOTO MCTOIb30BaHMs B pab0oTe MPOU3BOAMUTCS MO
3anpocam, MOANMUCAHHBIM PYKOBOAMUTENEM (3aMECTHTENIEM PYKOBOAMTENS) CTPYKTYPHOTO
NOPa3AC/ICHUs, 3aNPalIMBAIOMIETO AEJI0 (JOKYMEHT) U C PAa3pELICHUs] PYKOBOIAUTEIS
CTPYKTYPHOT'O MOJAPA3AECICHMS, TOKYMEHTHI KOTOPOTO 3alPallliBArOTCS.

11.2. lema, MOKYMEHTHI BBIJAIOTCS BO BPEMEHHOE TMOJIB30BAHUE pPaOOTHHKAM
OpraHM3allK Ha CPOK He Oosiee OAHOTO MecsIa.

['ocynapcTBeHHBIM  OpraHaM  (CyJeOHBIM, NPAaBOOXPAHWUTENBHBIM, OpraHamM
rOCyIapCTBEHHOTO KOHTPOJS W HAA30pa) €A U OTIACNBbHBIE JOKYMEHTHI BBIIAIOTCS Ha
OCHOBAHMM WX NMUCBMEHHBIX 3aIPOCOB C Pa3pPELUICHUs PYKOBOAMTEIS OPraHU3alvy WA
WHOTO YIIOJTHOMOYEHHOIO UM JIMLA, 110 aKTaM Ha CPOK HE 0OJIee IECTH MECSLIEB.

[Tpn HEOOXOAMMOCTH CPOK MCIIOJIB30BAHKS TOKYMEHTOB MOKET OBITH TPOAJICH.

11.3. B nucbMEHHOM 3anpoce padOTHHKOB OPraHW3ali O BbIAAYE JTOKYMEHTOB
(1en) BO BPEMEHHOE NOJB30BAHUE W3JIATAOTCS MPUYMHBL, MO KOTOPBIM 3apaIIiBaCTCs
JENI0 (JIOKYMEHT) M 1IeJIb WCIIOJIB30BAHMs TOKYMEHTOB, HAXOIAUIMXCS HA ONMEPATHBHOM
XPAHECHUH.

11.4. Ha BeImaHHOE AEJO 3aBOJUTCS KAPTA-3aMECTUTENb, MOMENIAcMas HA MECTO
BBIJIJAHHOTO Jeila. B Hel yka3plBatOTCA WMHIECKC J€a, Jara €ro BBIJAYM, KOMY JEJ0
BBIJIAHO, JlaTa €ro BO3BpALICHHS, NPEIyCMAaTpUBAKOTCA Trpadsl Ui MOANKACEH B
MOJIYYEHUU U TIPUEME JIEIIA.

Ha wMecTo wM3BATOTO TMOUIMHHMKA JOKYMEHTA  BKJIAQABIBACTCS B JIEJO
JIMCT-3aMECTUTEIIb C YKA3aHUMEM, KOI/Ja, KOMYy M Ha KAakOW CPOK BBIAAH JOKYMEHT M
MOANKCIMHU B TOJYYEHUU U npueme aena. [Ipu 3ToM B A€N0 NMOMEINAETCs 3aBEPEHHAS
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KOMUS TOKYMEHTA.

[Tocrne peweHust BoOmpoca, Il PacCMOTPEHUS KOTOPOro Jena (AOKYMEHTHI)
W3BIMAIMCH IO 3aPOCaM I'OCYJaPCTBEHHBIX OPraHOB, MOJJIMHHUKHN JOKYMEHTOB JTOJIKHBI
OBITH BO3BPALLECHBI B OPraHU3alMIO U OMEUICHBI B JIETIO.

11.15. B cTpyKTypHOM NOJAPA3ACICHUH, BBIJABLIEM €TI0 (AOKYMEHT) BEACTCS YUET
BBIIAHHBIX €7 (JOKYMEHTOB) U KOHTPOJb UX CBOEBPEMEHHOTO BO3BPATa. DIEKTPOHHBIC
nena (TOKyMEHTHI ) BO3BpaTy HE MOJUICKAT.

11.16.PaGoTHukn  opraHm3anuu  00si3aHbl  oOecneuyMBaTh  COXPAHHOCTh
MOJIYYEHHBIX BO BPEMEHHOE MOJIb30BAHUE JOKYMEHTOB (1€)1) HA OyMaXKHOM HOCUTENIE U
UCIOJIb30BaTh MOJIYYCHHYK) WH(OPMALMI0 B CIY>KEOHBIX LENIIX B COOTBETCTBHH C
TpeOOBAHUSMU JIOKAIBHBIX HOPMATHMBHBIX AKTOB. 3ampelIacTcs Mepenaya Mojry4eHHbIX
JOKYMEHTOB HJIM MX KOMUI pabOTHUKAM APYTHX NOAPA3ACTCHUI UM OpraHnu3aLuii.

11.17.13paTHE  (BBIEMKA) JAOKYMEHTOB, OOpPAa30BAaBIIMXCS B JACATEIBHOCTH
OpPraHM3alyK, MPOU3BOJUTCS B COOTBETCTBMM C 3aKOHOJATENIBCTBOM PoCCHICKOMN
Oenepanyn.

11.18. I3bsaTHE (BBIEMKA) JOKYMEHTOB TPOM3BOAUTCS HA OCHOBAHUH NMACbMEHHOTO
pacnopsbkeHust (MOCTAHOBJICHHSI) COOTBETCTBYIOIIEIO OPraHa BJIACTH C pa3pelliCHUs
PYKOBOAMTENS OPraHU3allid WM WHOTO YIIOJIHOMOYEHHOTO MM JIMIA C HM3BELICHHEM
PYKOBOAMTENS MOAPA3ACTCHHS, JOKYMEHTBI KOTOPOTO U3bIMAKOTCS.

11.19. ®akT u3bATHSA (BBIEMKH) TOKYMEHTOB (DMKCHPYETCS B MPOTOKOJE (AKTE)
U3bATUS (BBIEMKH) JIOKYMEHTOB, KOTOPBIH COCTaBISETCS HE MEHEE YEM B JBYX
AK3EMIUIAPAX M MOMAMUCHIBAECTCS YITOJIHOMOYEHHBIMHA MPEICTABUTEISIMA OPraHU3ALANA U
COOTBETCTBYIOILLETO rOCYAapPCTBEHHOTO oprana. K mpoTokomny (aKkTy) mpuiaracrcs Ornuch
(peecTp) U3BATHIX TOKYMEHTOB (JA€N).

11.20.1Ipy u3bATMM NOJJIMHHUKOB JOKYMEHTOB B JIE€NIO MOMELIACTCS 3aBEPEHHASA
KOIUSl TOKYMEHTA, Ha 000pOTE KOTOPOHl YKA3bIBACTCS OCHOBAHUE U3bIATHS NOJIMHHUKA,
CPOK BO3Bpara, Jara W MOANMKUCH PAOOTHUKA, OTBETCTBEHHOTO 32 ()OPMUPOBAHUEC W/WITU
XPaHEHHE AeTa.

11.21. TloqmMHHAUK JOKYMEHTA, U3BATBHIA M3 JI€]1a HA OCHOBE COOTBETCTBYIOLLETO
pELIEHUs, IOCTE PACCMOTPEHUS M PEIIEHHUS BOMPOCA, BO3BPAIIACTCSA B ACIO, NMPU 3TOM
KOMUsl, MIOMEUICHHAS B JIEJI0 BMECTO MOUTMHHHUKA, H3bIMACTCSI.

12. H3roros/jieHue, y4eT, HCIOJIb30BAHNE H XPAHCHHUE NeYaTeil, IITAMIIOB,
0JIAHKOB IOKYMEHTOB, HOCUTEJICH 3JIEKTPOHHBIX MOANHCEH

12.1. bnanku OpraHu3aluOHHO-PACHOPAAUTENBHBIX JOKYMEHTOB
pa3pabaTbIBAIOTCS  OTACAOM KaJpOBOM © MpaBoBOM paboThl. Buael OJaHKOB
OPraHM3alMOHHO-PACTIOPSAUTEIBHBIX JTOKYMEHTOB, TPEOOBaHUS K MX OQOPMIICHUIO U
UCITOJIb30BAHU IO YCTaHABIMBAKOTCS VH MBIy JTBHOM WHCTPYKUIMER no
JEJIOMPOU3BOACTBY OPraHU3aLIH.

12.2. O6pa3upl OJaHKOB TOKYMEHTOB YTBEP)KIAIOTCS B COCTABE MHANBUAYAIBHON
MHCTPYKLMHU TI0 JIEIONPOU3BOJACTBY MM NpuKazoMm HadanpHuka MKY YO B cocrase
KOMIUIEKTA (anp0oma) OJIaHKOB.

12.3. B opraHM3auuu i TMOATOTOBKM JOKYMEHTOB MOTYT MCIOJB30BAThCS
OJJaHKA JOKYMEHTOB, W3TOTOBJICHHBIE THMOIPA(QCKUM CIIOCOOOM WM CPEACTBAMHU
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OrepaTUBHON nourpaduu.

Opranusanuu BOpaBe MPU MOATOTOBKE JOKYMEHTOB KCIIOIB30BATH JJIEKTPOHHBIE
mabioHbl  OJJAHKOB. DJIEKTPOHHBIE I[MAOJIOHBI OJIAHKOB JIOJDKHBI  COOTBETCTBOBATH
oOpasiamM OJaHKOB, YTBEPXKJIECHHBIX PYKOBOJAUTEIEM OpraHU3alliu.

12.4. bnaHku OPraHM3alMOHHO-PACTIOPAIUTEIBHBIX JTOKYMEHTOB, MPUMEHSIEMBIE
B OpraHM3aluy, HE MOTYT NEPEAABATHCA IPYTMM OpraHu3alysaM, AOJDKHOCTHBIM U
(PU3AYECKUM JIHLIAM.

12.5. Otnen kaapoBoi U MPaBOBOM pabOThI OpraHU3ALNH;

opopmisieT  3aKka3pl  HAa ~ M3TOTOBJICHME  OJJAHKOB  OPraHU3alMOHHO-
pPACTIOPSIUTENBHBIX ~ JOKYMEHTOB  THNOTPAQCKAM  CIOCOOOM  WIJIM  CPEACTBAMH
orepaTUBHOM nonurpaduu;

OCYIIECTBISET  XPaHEHWE  ONAHKOB  OPraHMU3aLMOHHO-PACHOPSAUTEIbHBIX
JOKYMEHTOB M BBIJIaYy UX B CTPYKTYPHBIC TOAPA3ACIICHUS OPraHUu3aliiu;

OCYIIECTBISET KOHTPOJAb 34 NPABHJIBHOCTBIO  WCIOJIb30BaHUs  OJIAHKOB
OPraHU3aLMOHHO-PACTIOPAAUTENBHBIX TOKYMEHTOB

12.6. B opranmzamuu B coOoTBEeTCTBUM ¢ DenepanbHbIM KOHCTUTYLIMOHHBIM
3akoHOM «O T'ocymapctBenHoM repOe Poccuiickoit ®eaepauuu» W yCTaBOM
OpPraHM3alli HKCIOJBL3YETCS TeYarTh € BOCHPOM3BEACHHEM ['0oCcymapCTBEHHOro repda
Poccuiickoii denepanyu (anee - neyatb OpraHu3alymn ).

B MKV VYO Takxe MOTYyT HCNOJIB30BATHCS MEYATH MMOIPA3ACICHUN, TICUaTH JIJIs
MAKETOB M OTHAEIBHBIX KATErOpUHA JOKYMEHTOB, & TAKXKE METAUIMUYECKUE BBDKMMHBIC
MEYATH IS ONIEYATHIBAHUS MOMELEHUH U YIOCTOBEPEHUS CIIELMAIIBHBIX MTPOIMYCKOB.

B MKY VO MOXeT HCHONb30BAThCS IITAMIT (IITaMObl) € (PAKCUMUIBHON
MOANKUCHI PYKOBOJIUTENS U MHBIX AOJDKHOCTHBIX JIULL.

12.7. Tleyarb oOpraHM3anuu ¢ BOCHPOU3BEACHUEM [ OCyAapCTBEHHOrO repoda
Poccuiickoii ®exepanun  JOHKHA COOTBETCTBOBATH TPEOOBAHWSAM, YCTAHOBJICHHBIM
I'OCT P 51511-2001 «llewatm ¢ BocnmpousBeaeHUEM [OCymapcTBEHHOro repoda
Poccuiickoii ®eaepanuu. ®opma, pa3Mepbl i TEXHUYECKHAE TPEOOBAHMS .

12.8. Tlevatn w wWTaMObel OPraHM3alMu WM3rOTABIMBAKOTCA B  KOJIMYECTBE,
HEOOXOMMOM [UIsl OCYLIECTBIICHUSI TOAPA3ACIICHUSIMU OPraHU3alii U €€ pabOTHUKAMHU
BO3JIO’KEHHBIX Ha HUX (PyHKIMH. Perienne 00 M3roTOBIEHUHN M KOJTMYECTBE SK3EMIUISIPOB
neyareii W wmramnoB npuHuMaet HadaneHuk MKY YO 1o npencraBieHHrO
PYKOBOJMTENS COOTBETCTBYIOIIETO CTPYKTYPHOIO MOAPA3ACIICHUS. .

Ecnu meyare OpraHusanvu KCIONB3YETCS B HECKOJBKHMX JK3EMIUIAPAX, HOMEP
AK3EMILISAPA MIEYATH YKA3BIBACTCS B KIIMLIE MEYATH MTPH €€ U3TOTOBICHUH.

12.9. Tleyarst0 OpraHv3alvy 3aBEPSIOT NOMIMHHOCTb MOMIUACHA PYKOBOJIUTENS
OpPraHU3alMK U UHBIX YITOJIHOMOYEHHBIX UM JIML, HA JOKYMEHTaX U KONUAX JOKYMEHTOB
B COOTBETCTBUU € HacTosALel MHCTpYKIIHEN.

12.10. Tleyatu W WTaMObl BBIJAKOTCS Ui WCHOJIb30BAHUS PaOOTHHKAM,
OTBETCTBEHHBIM 33 HMX HMCIIOJIB30BAHUE W XPAHEHUE TOJ MOANMCH B >KyPHAJE y4eTa
MeyYarei U mTamIoB. Y4eT nevareid u mrammnoB MKY YO Beaer MarepuajibHas rpymma
HeHTpaIn3oBaHHOK Oyxranrepun MKY VYO.

12.11. Tlpu wucnone3oBaHuK B paboOTE MeYaTH M IOTAMIBl  XPAHATCS B
3anuparonmxcs 1mkadax (ceiidax) paOOTHHKOB, OTBETCTBCHHBIX 34 XpaHCHHUE U
WCIIOJIB30BAHUE ME€YATEN U ITAMIIOB.
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12.12. Tlepenmava neyarei ¥ ITAMIIOB MOCTOPOHHUM JIMIIAM HE JIOITYCKACTCS.

BrlHOC mewaredi W WITaMIOB 34 MNPEAEHbl  OPraHU3aluyd  BO3MOXKEH B
UCKJTIOYMTENBHBIX Cy4YasX MO PEUICHWI0 PYKOBOACTBA OPraHM3allu (HAMPUMED, MPU
MOAMUCAHUU IOTOBOPOB).

12.13. Ilpuwmeamme B HETOAHOCTh W YTPATHUBIIKAE 3HAYCHUE TIEYATH W IITAMIIBI
NOJUIEKAT BO3BPATY B MATCPUAIBHYIO FPYyNNy OTACIA LEHTPAIU30BAHHONW OyXraJTepuu
JUISL  LEHTPAIM30BAHHOIO YHUYTOXKEHUs. [leyaTtw yHUYTOXKAKOTCS 1O  aKTy ¢
COOTBETCTBYIOIIEH OTMETKON B )KyPHAJIE yUETa [TEYaTe U IITAMIIOB.

12.14. lns oOMeHa 3JIEKTPOHHBIMU JOKYMEHTamMu mocpeacteom MO3JIO B
OpPraHM3alyK JOJDKHBI UCTIOIB30BAThCS YCUICHHBIE KBATU()MIMPOBAHHBIC ICKTPOHHBIE
noanucd. CoCTaB AOJDKHOCTHBIX JIML, W PAaOOTHUKOB OPTraHU3ALAWA - BJIAJCIIBLCB
YCHJICHHBIX KBATM()UUIMPOBAHHBIX JJICKTPOHHBIX MOANMUCEH JOKEH ONPEAEIIATh
HayanbHUK MKY YO.

12.15. Tlpm nepenaye OpraHu3anmel SJIEKTPOHHBIX JOKYMEHTOB HA 3IEKTPOHHBIN
aapec APYroi opraHusanuu, a TaKkKe Ui OOMEHAa SJIEKTPOHHBIMHA JOKYMEHTAMHU
nocpeacteoM COJl B opraHu3alMu M €€ MOAPA3ACICHUSIX MOTYT HKCIOIb30BaThCA
YCHJICHHBIE ~ HEKBATM(DMUMPOBAHHBIC  BJICKTPOHHBIC MOANUCH  W/WJIM  MPOCTHIC
ANIEKTPOHHBIE TOANMHUCH (JajJiee - DJIIEKTPOHHAs TMOJANUCh) B COOTBETCTBUM C
®denepasibHbIM 3aKk0HOM OT 6 anpenst 2011 r. Ne 63-D3 «O0 351eKTPOHHON MOATUCH.

12.16. Dnektponnblii  aokymenT B C3OJ]  opraHuM3anmu, TOANMCAHHBIN
ANIEKTPOHHOW TOJINUCHIO, TPU3HACTCS PABHO3HAYHBIM JOKYMEHTY Ha OyMa’KHOM
HOCHTENE, TOJNUCAHHOMY COOCTBEHHOPYYHOUN MOAMUCHIO U UMEET OJMHAKOBYHO C HUM
FOPUAMYECKYIO CHITY TPU OJTHOBPEMEHHOM COOJTFOJIEHUH CIAEAYOIIUX YCIIOBUH:

KJTFOY TTOJIKCH, OTHOCAIIUNACA K KOHKPETHONW DJIEKTPOHHOW ITOANNCH, HA MOMEHT
NOJMUCAHUS 3JIEKTPOHHOTO JOKYMEHTA SIBISIETCS NEHCTBUTEILHBIM (JIOCTOBEPHBIM ), HE
yTpaTuj CUITy (HE OTO3BaH ),

MOATBEP>KAECHA MOAJTMHHOCTD 3JIEKTPOHHOM MOANKMCH B JIEKTPOHHOM JTOKYMEHTE;

JaTa v BpeMsl CO3JIaHus SNIEKTPOHHOM noanucy 3agukcupoBansl B CO/L;

ANEKTPOHHAS TMOANMCH HCIOJB3YETCS B COOTBETCTBUM C YCTAHOBJICHHBIM B
OpPraHu3alMK PACIPEACICHUEM TPaBa MOANUCUA JOKYMEHTOB MEXKAY IOJDKHOCTHBIMHU
JULAMH 1 PAOOTHUKAMH.

12.17. T'enepaunro U XpaHEHUE KIFOUEH HEKBATU(PUIMPOBAHHON U mTpocToid OI1 B
C3/]1 noimKeH OCymecTBIATh anMuHucTparop CIO/I.

12.18. Otxpen ueHTpanu30BaHHON OyXTanTepUr BEACT YUET KIHYEH 3JEKTPOHHBIX
MOANUCEN B CIIELUAIBHOM JKYpHajie. Bbllaya MarepuaibHbIX HOCHUTENIEH DIIEKTPOHHOMN
MOANKMCHA U UX BO3BPAT IO MCTEUEHUM CPOKA ACHCTBUS OCYLIECTBISAETCSA MO MOIIMUCH
pabOTHHKA B >KypHAJIE.

12.19. K04~ 5JIEKTPOHHOM  MOJANMUACH, HCHojb3yemoit B COJl, sABIseTCs
KOHQUIACHIMATbHOM ~ WMH(oOpManMeid W 3anMInacTcs B COOTBETCTBUM €
3akoHoaTenbCcTBOM Poccuiickoit denepannu.

COI'JTACOBAHO:

[TpoTokon 1IOK aaMuHUCTpaimu ropoAckoro okpyra ropoa Hedrekamck
PecnyOnuku bamkoprocran

No oT 20 r.




